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Dear Collage Elementary Families, 

What an adventure we have come through together! The past year and a half has tested us all in so 

many ways, and we have learned much about the vital importance of a strong partnership between 

families and School staff in the protection, education, wellness, and success of the students. The most 

important element in establishing, cultivating, growing, and maintaining that strong partnership is clear, 

consistent, collaborative, and careful communication. This Family Handbook is intended as a tangible 

piece of the foundation of our relationship; please read it carefully and do not be hesitant to ask 

questions of me if there are areas or topics that you do not fully understand. 

As we proceed into 2021-2022, we are indeed still grappling with pockets and clouds of uncertainty, but 

we are ready to encounter them with confidence. After what we have accomplished together, there is 

nothing that comes our way that we cannot endure, overcome, and shape to the will of our collective 

mission to provide the very best learning environment for our students under any given set of 

circumstances. 

Our goals for 2021-2022 – the development of which I will need your inputs, opinions, and desires -- will 

be key to designing what Collage Day School will be and do in our near future and the foundations of the 

legacy we will establish for our Collage students, you as their families, and in our communities. 

This Handbook is our playbook, not just a list of rules. Policy is important and I will endeavor to 

implement it with fidelity and consistency, but good policy is also organic and dynamic. Your inputs and 

feedback shaped many of the changes made for this year, and I am thankful for your open 

communication with me – let’s continue to build together! I am grateful and proud to be working with 

this Staff, Faculty, and Family Team, and eager to see what this year has in store for us. 

 

Respectfully, 

 

 

Dr. Anthony D. Mortimer, 

Head of School (Elementary & Middle) 
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Welcome and Purpose 

This Handbook was developed to answer many of the commonly asked questions that families 

and students may have during the school year. Because the Handbook contains information 

about student and parent/guardian rights and responsibilities, it is vital that families become 

familiar with its content. Keep this Handbook available--it will be a valuable reference during 

the school year and a means to avoiding confusion and misunderstanding when questions arise. 

Should you have any questions about the policies detailed in this Handbook, please contact the 

Head of School. 

The School reserves the right to interpret the content of this Handbook, including the rules and 

regulations governing the academic and non-academic conduct of students. This Handbook is 

not a contract, nor is it intended to be so construed. Collage Day School reserves the right to 

modify and/or amend the content of this Handbook at any time during the year. If any written 

modification or amendment is made to this Handbook, a copy of such modification or 

amendment will be published to all families promptly as they occur. 

Feedback from parents and guardians throughout the school year greatly assists us in ensuring 

that our policies and practices remain in alignment with the needs of the communities we serve. 

Please understand that there may be times when policy will change before this manual can be 

revised and distributed; but we will inform you of significant changes via e-mail, text message 

or other means. 

All staff members and adults working in the school (including volunteers) will receive a 

copy of this handbook. A copy is available to view at front office upon request. 

Parents/guardians may download the handbook from the Collage Day school website at 

www.collagedayschool.org.  

Mission and Philosophy 

At Collage Day School, we empower students to succeed as skilled communicators, keen 

observers of nature and creative thinkers to become responsible citizens and innovative 

leaders. 

We provide a nurturing environment that encourages individual expression, inspires creativity, 

promotes a sense of community spirit, and prepares children for a future of personal and 

academic success. We offer a comprehensive curriculum with a relationship-based, strengths-

focused, and integrated arts approach to cultivate the growth of students’ confidence, 

understanding, critical thinking skills, and character. 

Collage Day School Goals 

• Provide a physically and emotionally safe and rich environment in which young children 

develop awareness of their function both as respectful members of a diverse group, as 

well as themselves as unique individuals. 

• Offer a variety of meaningful learning experiences that capitalize on and cultivate a 

child’s natural curiosity and enthusiasm for all areas of learning. 

http://www.collagedayschool.org/
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• Provide a broad foundation for future academic success and involvement in the arts. 

• Collaborate with parents to provide opportunities to interact and learn with their 

children through engaging music, movement, art and community related activities. 

 

Organization and Population 

Collage Day School is located in Ponte Vedra Beach, Florida. We are a private school serving 

children from infants through grade five. We serve a diverse population, including typically 

developing children and children with a variety of learning strengths and needs. Collage Day 

School welcomes students and administers its educational program without regard to race, color, 

religious belief, gender, sexual preference, nationality or ethnic origin. All families regardless of 

family structure, socioeconomic circumstance, cultural background, ability or preferred language 

are included in all aspects of the program, including volunteer opportunities. Collage Day School 

is an equal opportunity employer. The school includes children with special needs and makes 

accommodations required by the Americans with Disabilities Act. 

Collage Day School is fully licensed by the Florida Department of Children and Families and the 

Early Learning Coalition of North Florida, which promotes excellence in early childhood 

education, and is currently pursuing accreditation by the Florida Council of Independent Schools 

(FCIS). 

Elementary & Middle 
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Whole School: 

 

 Programs/Enrollment 

We offer academic programs, enrichment classes, and before and after care options. Our 

programs are listed and described below. Please contact Collage administration for a current 

tuition schedule for each program. For more information on classrooms and schedules, please 

visit our website at www.collagedayschool.org.  

Transitional - Kindergarten & Kindergarten (5 years to 6 years) 

Collage offers a transitional Kindergarten class or Kindergarten program designed to fit the 

individual needs of each student. A low student-to-teacher ratio allows teachers to create 

personal relationships with students, to identify their strengths and weakness, and to 

individualize instruction to appropriately challenge and support each learner. In addition to an 

emphasis on individualized academics guided by Florida Kindergarten Standards, our program 

focuses on the continued development of language and social skills to fortify each learner’s 

foundation for continued success after kindergarten. 

The Transitional Kindergarten track offers a modified kindergarten curriculum that is more age 

and developmentally appropriate for our young students who may need more time to prepare for 

the high social and academic expectations of Kindergarten and the subsequent years of primary 

education. Though designed to be a year-long program to best prepare our students for a smooth 

transition into Kindergarten, the opportunity to transfer into Kindergarten earlier may be 

considered following a mid-year review of the student’s progress and development. 

Children enrolled in our Transitional-K and Kindergarten classes are expected to attend class on a 

five-day a week basis, following the Collage Day School Calendar. 

http://www.collagedayschool.org/
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Elementary Community (7-10 years) 

Collage Day School elementary classrooms are vibrant, multi-sensory instructional 

environments. Our curriculum is fully aligned to and meets Florida state standards, and in most 

areas exceeds grade-level expectations. Classrooms are structured and focused upon principles of 

kindness, mutual respect, inclusion, development of independence, and developmentally 

appropriate opportunities to learn through play. Faculty intentionally develop and cultivate 

positive relationships with each individual student – instruction is guided by not only student 

performance data, but also by a focus upon the current strengths and interests of each student. 

 

Learning Enrichment and Achievement Program (LEAP) 

LEAP is an optional academic support program that provides students with additional assistance 

with certain areas, subjects, and/or skills. LEAP options are not included in tuition; please see the 

Financial Bulletin and LEAP Program Bulletin for financial details of LEAP selections. There 

are three (3) levels of LEAP within the Collage Day School Elementary structure: 

1. LEAP 1 provides monitoring and periodic (typically monthly) advising sessions to help 

students with organization, executive function, and goal-setting. LEAP 1 also provides 

testing accommodations for students who have a documented need for such support. 

Parents/Guardians will review the student’s Prescriptive Education Plan (PEP) once per 

semester to discuss progress and goal accomplishment, and/or to update approved 

accommodations. 

 

2. LEAP 2 provides small-group instruction to extend the curriculum by assisting students 

who are struggling with specific concepts, skills, and/or standards. If a student is 

performing up to one year below grade level expectations, LEAP 2 may be appropriate. 

LEAP 2 also provides testing accommodations for students who have a documented need 

for such support. Parents/Guardians will review the student’s Prescriptive Education Plan 

(PEP) once per quarter to discuss progress and goal accomplishment, and/or to update 

approved accommodations. 

 

3. LEAP 3 provides individual and small-group instruction in a multi-grade classroom for 

students who are performing up to two years below grade level expectations. Core 

academics are taught by LEAP faculty in the mornings, and LEAP 3 students join their 

grade-level peers in the afternoons for inclusion in resource classes and activities and for 

peer group socialization. Testing accommodations are provided for all students in LEAP 

3. Parents/Guardians will review the student’s Prescriptive Education Plan (PEP) once 

per quarter to discuss progress and goal accomplishment, and/or to update approved 

accommodations. 

Socratic Thought, Exploration, and Problem Solving (STEPS) Program 

Within the general classroom setting at Collage Day School, there may be a broad range of 

academic capabilities, strengths, and needs. Every teacher at Collage is trained to differentiate 
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their instruction and assessment to meet these varied needs for each student. A student who may 

struggle with certain subject areas, concepts, or skills, for example, will receive additional 

support via peer partnering, small group instructional centers, and/or individual instructional 

support when needed; students who are consistently performing at average grade level 

expectations will be supported to maintain their understanding and challenged to go a step 

further/deeper; and, students who are consistently performing above grade level expectations and 

express a desire to deepen their understanding and/or to have a greater challenge will be 

reinforced with more complex assignments (i.e., deeper work, not “more” work!).  

In addition to classroom differentiation, those students who are demonstrating higher-level 

capability and desire greater challenge will meet in small groups weekly with the Head of School 

for STEPS activities. Again, this is not a “more work” academic program. STEPS is for 

exploration of ways of thought, application of classroom knowledge to practical problem-

solving, and deeper development of abstract critical thinking skills and logic. STEPS is not a 

“gifted” program and parents/guardians are discouraged from actively seeking their child’s 

participation in the program if the student does not desire the additional challenge. There is no 

additional cost for the STEPS program. 
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General Policies 

New Student and Parent Orientation Procedures 

Once the enrollment process for a new student has been completed, the Operations Coordinator 

will maintain regular contact with the family in order to clarify onboarding/orientation 

procedures and information that is needed before the student’s first day of school. Head of 

School will communicate the following information to families to help them prepare: 

• a copy of this handbook; 

• an Application for Financial Assistance, if needed; 

• confirmation of scholarship enrollment, if applicable; 

• letter confirming student placement (program(s) and teacher(s) assigned); 

• a copy of the School Calendar; and, 

• a list of required documents and actions needed prior to the first day of school. 

Operations Coordinator will complete records transfer request and track receipt of all appropriate 

records from the student’s prior school, if applicable. As families complete and submit the 

required documentation, the completion and receipt will be tracked and added to the student’s 

cumulative file by the Operations Coordinator: 

• copies of any required documents (e.g., immunization record, medical needs/allergies); 

• copies of student’s most recent Individual Education Plan (IEP) and/or Psychological 

Educational testing results, if applicable; 

• copy of signed enrollment contract; 

• Emergency Contacts list for student;  

• list and contact information of all individuals approved to pick up student from school; 

and, 

• scheduled appointment for family to “meet the Teacher” during the week prior to the 

student’s first day of school. 

 

Dress Code Policy 
Collage Day School requires students to follow a unified dress code.  

  

Clothing 

• Shirts worn by all students must be monogrammed collared shirt with the Collage Day 

School logo. Shirts may be either light blue, navy, white or hunter green. The only time when 

alternate Collage Day School shirts may be worn are on Physical Education days.  

• Pants and skirts must be khaki, grey, navy or white.  

• Girl’s skirts should be no shorter than three inches above the knee. Girls may wear fitted 

shorts or leggings under their skirts. 
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• Long sleeve shirts or leggings worn under uniforms for warmth must be solid in color—

white, gray or navy. 

  

Footwear 

• There are no uniform shoes. However, all students must wear closed-toed shoes with a back 

for safety purposes. Please keep shoes simple in design and color.   

• Ankle or knee socks may be worn with uniforms in white, navy, light blue or hunter green. 

Parent Involvement and Volunteers 

Collage Day School promotes a collaborative community partnership and culture. Parents are a 

particularly important part of the large family we create every year. Many parents are actively 

involved in the programs and all parents are encouraged to participate in classroom activities, 

family fun events, and fundraising. Parent volunteers are always welcome; for any volunteer 

that will be in contact with children (i.e., helping in classroom other than event to which all 

parents/guardians are invited) must complete a Level II Background Check. Instructions for 

completing this check and inclusion on the approved volunteer list may be obtained from the 

Director of Admissions. Any amount of time parents are willing to spend in their child’s 

classroom is greatly appreciated. Having parents present and assisting not only helps the 

child’s classroom team, but it also enriches the educational program for our students. Parents 

will have the opportunity to sign up as volunteers for class and center parties and events. 

During the planning stages of each event, teachers will communicate their needs and will 

request parent responses and availability. Volunteers need to sign in at the reception desk and 

wear an identification badge at ALL times when on campus. 

Hours, Holidays, and Attendance 

Collage is open from 7:00 a.m. – 6:00 p.m., Monday through Friday, with the exception of 

faculty in- service professional development days and holidays indicated on the Collage 

calendar. Based on the program in which your child is enrolled, you may drop off or pick up 

your child at any time during those hours. Parents are asked to take their child’s daily 

classroom schedule into consideration when selecting drop off times. Instructional hours are 

from 8:30 am to 3:00 pm. 

Drop-off/Pick-up 

Please be punctual in dropping off and picking up your child. Parents or caregivers are 

required by the State of Florida to sign their children in and out of school. Children will only 

be allowed to picked-up by authorized adults with proper identification who are designated on 

the transportation and authorization forms filed with your child’s registration materials. Please 

use the security code provided at registration to validate authorized pick-up of the student.  

Anyone picking up your child must be designated on your emergency form and must have a 

valid photo I.D. Telephone calls alone are not sufficient to authorize a pick-up. All changes must 

be made in writing, (email is acceptable) and sent to your child’s teacher and the Operations 

Coordinator. No teacher or employee may excuse a student to any adult before the regular 
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dismissal time without the student being signed out in the Office by the designated adult. If a 

student is going home with another student, parents/guardians of both students are required to 

send notes to the front office indicating the change in transportation plans. 

Before/After-Care 

Extracurricular activities are available before (7:00 -8:00 am) and after school hours (3:00 – 6:00 

pm). A variety of structured activities and unstructured play during these sessions create valuable 

teaching opportunities while providing a safe and nurturing environment. Our After-Care 

Program is specifically designed to promote pro-social behaviors by addressing topics such as 

the basics of friendship, conversation skills, team-playing, emotion regulation and body safety. 

Before-care is available at 7:00 am for enrolled students. If a student not enrolled in before care 

is dropped off prior to their program start time, the parent will be charged a Before-care fee of 

$12 per hour per child for any part of the hour. Parents may be in the car line 15 minutes before 

the classroom instruction start time. Please review your child’s classroom start time. 

Parents who anticipate using Before or After-Care should indicate this in their enrollment 

application; or, if the need for Before Care arises after their child has been enrolled, please 

contact the Operations Director to reserve a space for the child, so that we can provide 

appropriate staffing levels. Space in Before or After-Care cannot be guaranteed for children 

whose parents have not enrolled their child up in advance. New enrollment may be delayed 

until additional staff members can be assigned to these programs. Payment for Before and 

After-Care must be made in full each month through our Tuition Express portal to ensure your 

child’s continued enrollment. 

The transition to After-Care begins at 3:30 pm. If students who are not registered for 

After Care are not picked up by 3:30 pm, the parent(s)/guardian(s) will be charged a 

drop-in After Care fee of $12 per hour per child for any part of the hour. 

After-Care is available until 6:00 pm daily. A Late Pick-Up charge of $1.00 per minute for 

the first 15 minutes will apply; and an additional $25.00 will be assessed for all children who 

are picked up after 6:15 pm. While we acknowledge that rare unforeseen events can occur 

that may cause you to be late, we ask that you telephone the Main Office (904-900-1439) 

and advise us.  

Closures and Holidays 

Inclement weather may warrant late openings, early closings, or full day closings. You may 

watch local news stations for closings and/or view our social media page for the most recent 

advisories and updates. In the event that we must close the campus, information will be 

communicated as promptly as possible to all families regarding conditions needed for re-opening 

and whether or not the missed instructional day(s) must be made up later in the year. 

Collage will be closed to all for the following holidays: 

• Labor Day (First Monday in September) 

• Veteran’s Day 
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• Thanksgiving Day (Fourth Thursday in November) 

• Day after Thanksgiving 

• Week of Christmas 

• New Year’s Day 

• Memorial Day 

• Independence Day 

If the holiday falls on a Saturday, we will be closed on the Friday prior to the holiday. If the 

holiday falls on a Sunday, we will be closed on the Monday following the holiday. Please see 

the school calendar regarding optional care for Elementary students. The School recommends, 

requests, and expects that family trips will be planned to take place within the scheduled 

holiday dates and teacher planning days, as listed on our school calendar, whenever possible. 

Attendance Requirements 

Students are expected to be at school every day and to report to their classes on time. 

Frequent absences and tardiness seriously affect academic progress and are disruptive to the 

teaching environment. 

The School requests that families and students thoughtfully consider the effects of any 

absence other than one of a medical or family emergency. Families are discouraged from 

taking students out of school prior to a school break. Absences for vacations will be 

considered unexcused, unless there are circumstances that have been discussed with and 

approved by the Head of School. Whenever possible, regularly scheduled medical 

appointments should be made after school hours. 

Parents/guardians are urged not to keep a student out of school for reasons other than health. 

Families are requested to keep a diligent eye on their student’s health and not to send 

him/her to school if he/she is ill. Students with excessive absences, excused or unexcused, 

may be denied re-enrollment or promotion. 

If you choose to keep your child from attending Collage on a day on which he/she would 

normally attend, or you plan on your child coming in late or picking them up early, please 

call our front office to let us know as soon as possible.  

Excused Absences 

The following circumstances will be considered excused absences from school: 

• Illness validated by a parent or guardian. When a student is unable to attend school 

because of health reasons or other emergencies, please call the School Office by 8:30 

AM. For an illness involving 3 or more days (consecutive or non-consecutive) of 

absence, the School may require a statement from a physician. 

• School sponsored trips and activities. Students excused from classes for field trips or 

for special reasons are required to obtain assignments and be prepared for class, 

including tests, the next day. 

• School team competitions or organization special events. 
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• Death in the immediate family. 

• Religious holidays. 

 

Nine or more total absences in a grading period may prevent the School from being 

able to sufficiently assess a student’s academic progress.  

 

The absences policy above is for the protection of the student—nine absences in a quarter 

translates to approximately 20% of the total instructional time in the grading period. The 

policy is also a legal issue that can affect the accreditation status of the School—Florida laws 

specify that a student must attend a minimum number of instructional hours in order to be 

eligible to receive official credit for completion of a grade level.  

Though Florida state law permits excused absences due to unavoidable and/or emergency 

circumstances such as illnesses, vacations, extended weekends or doctor’s appointments do not 

constitute excused absences. Florida law defines "habitual truant" as a student who has 15 or 

more unexcused absences within 90 calendar days with or without the knowledge or consent of 

the student's parent or guardian, and who is subject to compulsory school attendance. A student’s 

success at school is heavily dependent upon regular and consistent attendance; when a child 

consistently arrives late or is frequently out sick, that child’s ability to remain current with lesson 

concepts and target areas of study is compromised and academic progress can be impeded. The 

School and teachers cannot be held accountable for the quality of your child’s educational 

achievements, conceptual gaps, or standardized test scores when the child has excessive tardiness 

or absenteeism. If your child exceeds the acceptable amount of absenteeism, you will receive a 

formal letter stating our concern. Students who become truant may also not be eligible for 

promotion. Please be particularly mindful of this and adhere to the above stated attendance 

policies. 

If your child is out sick, please call Collage’s main number prior to 8:30 am. All absences will 

require a written note (email will suffice for single-day absences) from the parent or guardian 

stating the reason for the absence. Absences extending to three or more successive days will 

require a note from the child’s physician regarding the student’s illness and ability to return to 

school activities without medical restrictions. 

All parents must notify the office if their students are not present by 10:00 am each day. If a 

student is absent and the responsible person has not reported him/her absent, a Collage staff 

member will contact family members to verify the child’s absence and well-being. Please do 

not drop a student off at school after 10:00 am without prior notification.  

Absences due to Illness 

If a student is not feeling well, he/she should inform the classroom teacher and ask to be 

excused to go to the Clinic. Students will be released from school for medical reasons only 

with permission from the parent/guardian or from the person designated on the student's 

emergency list. 
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The Board of Health shall be notified when a student is sent home because of a 

communicable disease. In case of absence due to the reportable communicable disease, a 

release card from the Board of Health or a letter from the family physician indicating that the 

Board of Health regulations have been fulfilled must be presented when the student returns 

to school. 

The Florida Department of Health recommends that a child be kept home from school when 

he/she has a contagious disease, or feels too sick to meet the demands of the school day. 

Also, parents/guardians are encouraged to keep a student home at the beginning of an illness. 

Resting at the onset of an illness conserves energy and bolsters resistance, so students can 

recover and miss less time from school. 

The Collage Day School policy on illness requires that a student be free from fever, vomiting 

and/or diarrhea for at least 24 hours before returning to school. In addition, a sick child 

prescribed antibiotics by a physician must take the antibiotics for at least 24 hours before 

returning to school. 

Students who are absent from school for the following reasons require a physician’s 

statement confirming the student ability to return to school and any necessary limitations or 

restrictions: 

• measles, mumps, chicken pox, shingles, ringworm, scarlet fever, strep infection, 

mononucleosis, hepatitis, meningitis, avian flu, H1N1 virus (swine flu) and/or pink 

eye; 

• absence due to an extended illness or surgery. 

 

Parents/guardians are required to send a note if their student is unable to participate in 

physical activity due to illness or other existing medical condition. The note needs to state 

that the student is unable to participate and the length of time the exemption is required. 

Exemption for more than one day will require a written doctor’s note. Students need a 

release from the doctor to return to P.E. class after injury.  
Lost and Found 

Please label all of your child’s items including jackets, lunchboxes, and canteens so they can be 

returned. Lost items are taken to the Front Office. We invite you to check our lost and found area if 

your child has misplaced any items. Once per quarter, all unclaimed items will be donated to 

charity. Reminder announcements will be made prior to the donations. Please remember that 

valuables, keepsakes, and electronics should not be brought to Collage. Collage is not responsible 

for any lost items. 

Our Lost Items (accidently taken home) 

From time to time, children will fill their pockets with various items they find interesting. 

Sometimes children may unknowingly take-home small items that may be part of School property or 
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equipment. Such items may represent parts of classroom equipment that are difficult or time-

consuming to replace and may include hand-made classroom materials. If you find any 

unfamiliar objects in your child’s pocket or backpack, please return them to the Front 

Office.  
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Student Conduct and Discipline 

The Collage Day School approach to student discipline is responsibility-based and emphasizes 

personal dignity, safety, and relationship.  Students will always be treated with respect, and any 

necessary disciplinary actions will be focused upon restorative actions by the student, rather 

than solely punitive in nature. Again, this Handbook and the policies and procedures 

described below are not all-inclusive; however, the following definitions and processes will 

generally apply to nearly any set of circumstances that may occur. Administration reserves the right 

to omit any steps in these guidelines at the discretion of the Head of School. 

Philosophy of Discipline 

Collage takes pride in maintaining high standards as an educationally- based child development 

center. Our staff receives extensive training in empirically researched educational and 

behavioral methods. Collage supports our children’s development by maintaining an 

environment that promotes and encourages appropriate pro-social behavior through the use of 

proven strategies that that allow a child to flourish here and in their future classroom 

environments. Our philosophy is to use caring and positively reinforcing caregiver/ child 

interactions to increase appropriate behavior. 

Proactive Positive Behavioral Strategies 

This is a list of potential proactive positive behavioral strategies that may be used to address 

and/ or redirect common child behaviors. These strategies are intended to increase appropriate 

behavior by rewarding it and thereby increasing the likelihood of repetition. 

This list is not meant to be exhaustive, but is rather an overview of strategies that may be 

implemented: 

● Behavior specific praise 

● Attention for positive behaviors 

● Using instructions that are concise and easily understood by the child 

● Allowing processing of verbal instructions 

● Redirection to a different activity 

● Modeling pro-social behaviors 

● Reinforcing pro-social behaviors of peers 

● Giving choices when appropriate 

If a child’s problematic behavior escalates to significant levels, or is consistent, Collage staff will 

contact parents promptly to develop a clear plan of action in the event that more individualized 

interventions and/or more one-on-one support is needed to support the child in learning more 

appropriate pro-social behaviors to replace and reduce challenging behavior. 

At times where positive behavior management strategies are not effective enough to decrease 

problem behavior, our staff will develop individualized proactive and reactive behavioral 

strategies to address the problem behaviors. This list is in no way meant to include all possible 

interventions, but rather to provide samples of some that have been effective. 
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Informal Disciplinary Action 

Redirective action taken by any faculty or staff member of Collage Day School to correct minor 

behavior(s) by a student in any area of the School campus or official School events off-campus. 

Informal actions are not usually documented (i.e., do not become part of cumulative student 

discipline records), but may be communicated to parents/guardians through daily communication 

folders, email, or phone, when necessary, in the interest of partnering to support the student in 

their development of better choice-making skills.  

Nonverbal Interventions 

● Planned to ignore – In this intervention, the staff member ignores the inappropriate 

behavior of a student, while at the same time reinforcing the appropriate behavior of 

other children. This intervention is called planned ignoring because the staff member 

continues to monitor the child and is prepared to reinforce the first appropriate behavior 

that occurs. Often, ignored behaviors will exhaust themselves and the frequency of 

occurrence will diminish. 

● Proximity control ‐The physical proximity of a non-threatening adult can support a student 

who is having difficulty exhibiting appropriate behavior. In this intervention, the staff 

member will position their bodies in such a way that appropriate behaviors are 

encouraged. In some cases, this intervention may involve some form of gentle and 

appropriate physical contact, for example a hand placed on the shoulder or some other 

physical expression of support.  

● Removing seductive objects ‐In setting up an area for students to use, it is important that 

objects that will distract the student are removed. Certain objects have a magnetic appeal, 

and if visible, the student will often be unable to resist the impulse to pick them up or play 

with them. 

Verbal Interventions 

● Pivot praise/Peer reinforcement ‐This intervention praises the behavior of other children as 

an example of the behavior which the “off-task” student is encouraged to exhibit. 

● Modeling ‐ Modeling is another way of demonstrating expected behavior to the off-task 

child. Modeling can be accomplished either verbally or nonverbally and involves showing 

or telling a student the expected behavior. Modeling gives the student an alternative way 

of regaining the teacher's attention appropriately and of receiving reinforcement. At times, 

the teacher may model the desired behavior, or another student may be asked to 

demonstrate the appropriate behavior. 

● Interest boosting ‐Often the teacher can re-energize motivation a child in a given activity 

by sparking genuine interest in the task within the child. This intervention can also be used 

to tap a child's knowledge base (such as sports, cars, etc.) in assigning tasks or to redirect 

him/her back to the activity at hand. 

● Hurdle help (Verbal clarification) ‐This intervention is used when the inappropriate 

behavior is the result of frustration with the task or activity at hand. The student does not 
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understand what to do and rather than asking for help, chooses to engage in inappropriate 

behavior. By assisting the child with the assignment or providing clarification of the 

assignment, the teacher can prevent inappropriate behavior. 

● Restructuring ‐ Sometimes it is helpful for the staff member to change either the activity 

the student is assigned or the location where he is working. By modifying the task, it is 

often possible for the student to continue working successfully. 

● Changing the scheduled activity ‐At times, it is obvious that a scheduled activity is not 

appropriate for the activity level of the group. By maintaining awareness and 

consideration of the group’s needs and motivations in the moment, Staff can maximize 

student engagement and learning. 

● Support from routine ‐ Students feel more secure and comfortable in a structured setting. A 

daily schedule that is routine and predictable is essential for preventing misbehavior. 

● Direct appeal to values ‐ Sometimes a staff member can return a student to appropriate 

behavior by appealing to certain values the student may have internalized. Some 

relationships the staff member may use are the relationship the staff member has with the 

child, appealing to real consequences, and awareness of their peer's reactions. 

● Problem-solving ‐This intervention is useful when the staff member feels that it might be 

helpful to speak with the student individually about the problem that is interfering with 

the student's ability to work on-task. It is often possible to avoid off-task behavior by 

identifying a solution to a particular problem area. 

● Break from the activity ‐If a student's behavior becomes so disruptive that it is difficult to 

manage within the classroom setting, then a short break from the activity can often be 

used successfully. In this intervention, the student moves to a more isolated part of the 

classroom, or in some cases is removed from the classroom. To be successful, the 

following guidelines are suggested: 

o Break from the activity occurs only after the student's behavior exceeds a 

limit that has been clearly stated and after one or more other interventions 

have been tried. 

o Break periods occur with emotional control on the part of the staff member 

rather than exasperation. Staff may decide to wait a brief period until a 

scheduled break, which provides a natural stopping point and opportunity 

for a change in behavior. 

o A break is presented to the student as a constructive aide to learning 

rather than as a punishment. 

o A break from the activity involves a specified period of time allotted for 

de-escalation rather than open-ended exclusion from activity. 

o Once the break period of time has passed, the student immediately returns to 

the activity or classroom without holding grudges or attempting to get him to 

"promise to be good from now on." 

o When the student returns to the activity, every effort is made to select a task that 
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has a very high probability of interest and success. Also, the child is immediately 

eligible to receive reinforcement for appropriate behavior. * Collage does not use 

any form of corporal punishment. 

Formal Disciplinary Actions  

Corrective and consequential actions that are formally documented by Head of School.  Formal 

actions become part of cumulative student discipline records. Parent(s)/Guardian(s) are always 

notified of actions taken and the precipitating behavior(s) that led to the action(s) taken. Formal 

disciplinary actions   include—but are not limited to: 

● Written Warning: Provided by Head of School to parent(s)/guardian(s), detailing a 

recurring problem behavior or an egregious single instance of poor choices. The letter 

will suggest avenues of discussion that may occur at home in support of making more 

appropriate choices in similar future circumstances. 

● Behavior Contract: Provided by Head of School to parent(s)/guardian(s) and discussed in 

conference with family, student, and appropriate faculty member(s). The Behavior 

Contract will detail specific choices the student has made that need to be corrected, 

suggested avenues and strategies to improve decision-making, and clear outcomes for 

successful contract fulfillment as well as consequences for choosing not to fulfill the 

requirements. Student behaviors and actions that jeopardize the safety of self or others or 

significantly inhibit the learning environment for classmates will typically result in a 

Behavior Contract when informal actions have been unsuccessful in improving the 

student’s choices. The length (time period) of a Behavioral Contract varies appropriately 

according to the student’s age but will typically range from several weeks to one month, 

after which it may be renewed for an additional time period to encourage continued 

progress. 

● In-School Suspension (ISS): A rare occurrence, reserved for situations in which none of 

the above measures have resulted in an improvement in the student’s choices. ISS may 

be used for a maximum of two (2) school days and will be administered by Head of 

School or a staff member designated in writing. The student will use ISS time to 

reflect—verbally and in writing—on the observed outcomes of their choices; to identify 

decision points in which they chose to perpetuate and escalate the situation(s); and, to 

determine a personalized strategy to prevent further occurrence.  

● Collage Day School does not employ an Out-of-School Suspension (OSS) option, nor do 

we believe such an option is conducive to restorative, responsible, relationship-focused 

discipline and guidance. If none of the actions detailed above have produced a positive 

effect upon the student’s conduct, then it is possible that Collage Day School is not the 

appropriate placement for that student. Again, this is a rare occurrence. The School’s 

executive leadership team would at this point request a conference with the family to 

discuss whether there is a need for alternative placement. 

Termination of Enrollment will only be considered if all other options have been exhausted 
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without acceptable improvement, or if a single incident is too severe to be addressed by 

restorative measures. Collage reserves the right to terminate a child’s enrollment in the child 

development center if their child, in the judgment of Collage’s professional staff, presents a 

danger to him/ herself or others. Parents also understand that if the parent or guardian of the child 

and Collage staff cannot come to mutual agreement regarding procedures and policies, Collage 

reserves the right to discontinue the child’s enrollment in the School. 

 

When children enter Collage Day School, it is understood that parents agree to support all rules 

of CDS as outlined in this Family Handbook. In situations involving repeated violations of center 

rules, or if at any time a child’s influence is considered harmful, or his/ her presence in CDS is 

regarded as undesirable, the center reserves the right to require withdrawal. Every effort will be 

made to avoid discontinuing a child’s enrollment in CDS. Examples of actions that may warrant 

termination of a student’s enrollment include—but are not limited to: 

• Refusal of parents/guardians to cooperate with the School’s policies. 

• Failure by the parents to provide completed health forms and to provide other required 

administrative information regarding enrollment and attendance, including review of, and 

consent to, any applicable developmental information or assessments. 

• Ongoing noncompliance with Collage’s sick policy. 

• Inability of the school to meet the apparent needs of the child, as determined by the 

Collage Day School Data Team, which includes your child’s teacher (s), Head of School, 

and School Psychologist.  

• Parent’s/Guardian’s disrespectful behavior toward other parents, children, teachers, 

administrators, or other staff. 

• Student’s deliberate and severe unkindness. 

• Student’s deliberate reckless or unsafe behavior that results in the injury of another 

individual, damage to the property of another individual, or of School property. 

• Insufficient progress to correct student behavior(s) that previously resulted in one or 

more Behavior Contracts and/or ISS actions. 

• Possession of contraband or illegal items at School. 

• Verbal, written, or physical threats or actions of violence against another individual. 

Expulsion, per Florida Statute 810.097, automatically includes a no-trespass order that prohibits 

the student from physically returning    to the campus for any reason. Expulsion offenses, 

dependent upon the specific circumstances of the incident, may legally require the School to 

report the student’s action(s) to law enforcement. 

Only the Head of School may expel a student. The descriptions and appearance of a progressive 

system of discipline does not limit the School to omit any or all options before termination of 

enrollment, if a situation is severe enough to warrant such immediate action.  

 Parents/Guardians of terminated students are responsible to fulfill the terms of the tuition 

agreement. Tuition is non- refundable. 
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Unkindness and/or Bullying 

The School is dedicated to fostering an environment that promotes kindness and acceptance and 

embraces differences among individuals. Some generalized examples of unacceptable behavior 

are: physical or verbal aggression; relational aggression (harming or threatening to harm 

relationships or acceptance, friendship, or group inclusion); or emotional aggression (teasing, 

threatening, or intimidating others). 

Unkindness or meanness can occur through many types of communication during school hours 

or outside school: face- to-face, phone, text, email, postings on social media (Snapchat, 

Facebook, Twitter, Instagram, YouTube, TikTok, etc.), or other forms of technology (e.g., chat 

features on web-based or web-connected game platforms, such as Roblox, Minecraft, etc.). The 

communications can be direct or indirect, such as through friends. 

Collage does not tolerate repeated or continuing unkindness--often referred to as bullying. A 

student may be   subject to expulsion for continued, deliberate unkindness towards fellow 

students or school staff, whether conducted in school or outside of school after school hours. 

Severe situations may prompt immediate termination of enrollment, as described above. 

Language 

Students and parents/guardians are prohibited from using profane, obscene, bigoted, or other 

types of offensive   language or gestures on campus or at School-sponsored events. 

 

Lunch/ Snacks 

Children at Collage will have a morning snack and lunch. Due to allergies and dietary 

restrictions, we ask that parents provide lunches and snacks for their children. In the event that 

your child forgets to bring his/her snack, or a child is still hungry after finishing the items they brought, 

Collage may provide a healthy (and diet conscious) snack, as a supplement. If you have any 

concerns about or objections to school-provided snacks, please contact the classroom staff. 

An alternate lunch program that provides families the ability to order lunches from local 

restaurants to have delivered to their child at school may be available during the school year. The 

School will publish details and instructions when they become available. 

Your child’s snacks and lunch must be packed in an insulated, labeled (with first and last name) 

lunch box or bag, with a cool pack if necessary. They will be kept in the student classroom 

cubbies until lunchtime at 12 noon. Please do not pack lunches in breakable glass containers. It 

is our recommendation that children not have candy, sweets, or sugar-filled drinks for lunch at 

school. 

Please send lunches filled with healthy choices of fresh fruits, vegetables, whole grains, 

cheese, yogurt, and other proteins. Please do not bring any food containing peanuts, peanut 

butter, or tree nuts (including almonds and pecans) to school, as we have students with life-

threatening food allergies. If you use sun-butter made from sunflower seeds, or soy-butter, 



Pg 23 |    

please label or inform the classroom teachers so that it is not mistaken for peanut butter.  

Thank you for your partnership as we help children to develop healthy eating habits. 

Birthdays and Celebrations 

Children celebrating birthdays are permitted to share a treat with their class. If sending in treats, 

please check with the classroom teacher for a list of allergies or diet restrictions. Other parties 

are held during the year to celebrate various occasions (Thanksgiving, Valentine’s Day, etc.) 

Parents and students may be asked to help organize these events. 

Food provided for a classroom celebration or other event must be store-bought and have a 

clearly legible ingredients label so that caregivers can confirm that the food is safe for 

consumption by all students, including those with food allergies. This also helps us to do our 

best to honor parent wishes regarding dietary restrictions. 

Collage is concerned with the development of a positive self-image for all students. Therefore, 

if you are hosting a party for your child outside of school where all of the students or all the 

students of the same gender are not invited, please do not send invitations to school. 

Cell Phones and Electronic Devices 
If student brings any electronic devices to School (cellphones, iPads, gaming devices, etc.), the 

student does so at his/her own risk. The School will not be responsible for the theft, damage, or 

loss of such devices. Students who choose to bring     such devices to School must comply with all 

rules and regulations regarding same. 

Cellphones and electronic devices brought to School must be turned off and turned in upon 

entering the building upon arrival and remain turned off until the student has left School 

grounds at the end of the day. Students should not bring personal tablets, laptops, or other 

devices to school. 

Audio or video recording devices of any kind may only be used as classroom accommodations, 

and only with the approval of Head of School. 

Students who violate this policy will have such devices taken away. In such case, Florida 

Statute 1006.09 gives School officials the authority to inspect the device, including all contents, 

if Administration suspects the device may contain evidence of violation of the above policies. 

The device(s) will be returned to the student at the end of the school day— for second and 

subsequent offenses, parent/guardian will be required to come to the School office to pick up 

confiscated devices. Students may also be subject to disciplinary procedures for repeated 

violations of this policy. 

Computer Use 

Collage Day School’s computer network (including all campus computer equipment and Internet 

accessed through campus-issued equipment) is provided for children to develop computer skills 

and to facilitate learning. Children will be monitored at all times while using computers, tablets, 

and their accompanying software. Teachers are responsible for entering students’ demographic 

information into learning software and programs that are designed to provide enrichment or 
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remediation. 

All persons using the School’s computers, the School’s computer systems, or personal 

computers on School property or over the School’s systems are required to abide by the 

following rules. This policy also applies to the use of any personal devices on School property or 

at a School-related event. Failure to abide by these rules will result in appropriate   disciplinary 

action determined by the School administration. All computers should be used in a responsible, 

ethical and legal manner. Violations of these principles will result in the loss of computer 

privileges.  

No filtering system is foolproof; therefore, we expect users to act responsibly in their searches 

and to immediately disengage from any materials that are inappropriate and to report the 

situation to the faculty member or administrator in charge of the activity. 

Files are not to be downloaded to the School’s local or network hard drives. 
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Media Release 

Unless notified in advance in writing, registered students give consent for Collage to photograph, 

audio or videotape footage (royalty-free) in its print, audio and electronic promotions, including 

its website and social media. 

Communication 

There are a variety of ways to keep parents informed of all school events and activities: 

• our website (www.collagedayschool.org) is the primary source for Collage information; 

• Collage’s Facebook page is updated throughout the week; 

• weekly email updates/newsletters; 

• email with teachers and/or administrators  

• communication logs or phone calls; 

• web-based applications (e.g., ProCare Connect); and, 

• monthly “Town Hall” sessions and frequent focus groups hosted by Head of School. 

 

To support Collage families, administrators are available to address your questions or 

concerns regarding Collage and its policies and pledge to be responsive in resolving any 

issues. We welcome comments, suggestions, concerns and compliments! We encourage 

parents to seek direct communication with those involved with your child to address any 

situations or concerns, including the lead teachers and Collage leadership team. 

Conferences 

Conferences are scheduled in October and February. Additional conferences may occur at 

other times at parent/guardian or   teacher request. Parents/guardians may request a conference 

with their student’s teacher(s) by making arrangements in advance with the teacher. Please 

refrain from engaging teachers in a discussion in the hallways or at times when their attention 

needs to be on their class. Parents/guardians and students may not call teachers or administrators 

at their home or on personal cell phones without prior permission from the teacher or 

administrator.    Teachers will answer questions or confer with you through notes, e-mail, phone 

calls, notes in ProCare, or scheduled conferences. 

Schedule and Teacher Changes 

The School may initiate schedule and/or teacher changes if the administration believes the 

change will be in the best   interest of the student or is required by school operational needs. The 

School will not entertain requests for changes based on a parent’s/guardian’s or student’s dislike 

of a particular teacher or to accommodate friendships. Understand that the School and 

administration often place students in particular classes to ensure a quality mix of students and 

to enhance everyone’s learning experiences. If there are any questions regarding this policy or 

specific individual circumstances that may warrant discussion of a possible change, please 

contact the Head of School. 

Parent Concerns / Grievances 

We value parent involvement as an essential part of our program and recognize that on 
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occasion, Parents/Guardians may have differing opinions regarding professional values and 

practices in our program and their own family values and practices, or may have issues with our 

program and/or procedures. Any Parent/Guardian may offer suggestions/feedback about the 

school and its policies. In this way, teachers and families can work together to help children 

participate successfully in our school, blending both school and home values in a mutually 

agreed upon practice. However, in our efforts to provide quality education and services to our 

families, we ask that you adhere to the following procedures: 

• If your concern involves a teacher or classroom issue, please direct it or any concern 

first to the appropriate classroom teacher. Please request a private conversation 

outside of the classroom, ensuring that no discussion takes place in front of any 

children or families. The teacher will communicate with families to collaborate and 

create a solution if school and home values and practices differ. 

• If the issue is not resolved with the teacher, please escalate it to the Head of School. 

You may request a private meeting to discuss the issue(s) with the Head of School and 

have the teacher present. 

• If the Head of School is not present or unable to resolve the issue, Collage’s CEO will 

be advised of the situation to assess and take appropriate action. If your concern 

involves policy or the Head of School and you have been unable to resolve it, please 

address your concerns and/or complaints in writing to the CEO. Our goal is for staff to 

collaborate with families to create a solution if school and home values and practices 

differ and to do this at the appropriate level of responsibility before escalating to 

higher levels of the organization. 

• Collage staff and leadership strive to conduct themselves professionally and with 

integrity at all times. While we understand and empathize with the concerns of 

parents regarding their child’s education and care, we will not tolerate mistreatment 

of our staff. For example, emotional outbursts that appear to be threatening in nature 

may be grounds for immediate termination of a child’s enrollment. 
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Academic Programs and Policies 

Grading and Academic Standards 
Collage Day School curriculum is fully aligned to Florida state standards, including the new 

BEST Standards for English & Language Arts (ELA), which are effective as of the 2021-2022 

school year. Key standards for each subject are addressed throughout the school year to ensure 

grade-level appropriate information and expected annual progress standards are met and/or 

exceeded within our programs of instruction. 

 

Collage Day School teaches for mastery of standards. Standards-based grading not only provides 

clearer communication to parents/guardians and follow-on schools about a student’s academic 

achievement, but also ensures a greater level of validity and reliability of the grades assigned. 

Concepts such as class participation, student behaviors, and executive function, although 

important to a student’s growth and development, are most appropriately assessed separately 

from actual academic tasks and assessments. 

 

Report cards are issued every nine weeks to all students and will be distributed to 

parents/guardians via email. For each subject area (including resource & enrichment courses and 

social-emotional development expectations), key standards for the student’s grade level are 

listed. Each quarter, each of those standards will be assessed with one of the following marks: 

• Developing (“D”): a mark of “D” means that either the standard addressed has only 

recently been introduced (and therefore not yet sufficiently assessed), or that the student 

needs additional practice and improvement with the skills associated with the standard. 

Marks of “D” should have a goal associated with them for the following grading period 

(goals will be located in the “Comments” section on the last page of the report card). 

• Proficient (“P”): a mark of “P” means that the student has consistently demonstrated 

understanding of the key concepts and skills associated with the assessed standard. 

Marks of “P” may be accurately interpreted as “on track” for the next grade level for the 

associated skills and/or concepts. 

• Mastery (“M”): a mark of “M” means that the student not only understands the 

information associated with the assessed standard, but that he/she has demonstrated the 

ability to apply the knowledge and concepts to new or alternative situations, thus 

extending their practical understanding. Marks of “M” may be accurately interpreted as 

immediate readiness for the next grade level for the associated skills and/or concepts. 

• Not Applicable (“N/A”): a mark of “N/A” means that the information, concepts, and/or 

skills associated with the assessed standard have not yet been introduced in the marking 

period.  

 

Clarification and support data for the assigned marks will be found in the “Comments” section 

on the last page of the report card. Consistent and periodic communication between teachers and 

parents/guardians throughout the grading period should include information about 
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areas/standards/subjects in which the student is either excelling or in which they may require 

additional supports; the quarterly report card should never be the first time a parent/guardian is 

made aware of their child’s status and progress. 

 

Formal Progress Reports (formerly known as Academic Support and Progress plans or ASAPs) 

have been replaced by a standard data profile communication mid-quarter and goal-setting 

statements in the “Comments” section of the quarterly report card. The data profile will include 

the entire cross-section of the student’s assessments (i.e., comparison of report card marks to 

standardized test scores, formal diagnostic assessments (e.g., Diagnostic Reading Assessment 

and Singapore Math Placement Tests, Writing on Demand prompts, etc.), teacher-generated 

formal assessments (i.e., tests and projects), and informal assessments (classwork, homework, 

and anecdotal/oral assessments and checks for understanding). 

 

Students enrolled in the Learning Enrichment and Achievement Program (LEAP) will also have 

a Prescriptive Education Plan (PEP) that will be written by the faculty member and shared with 

the parents/guardians periodically (once per semester for LEAP 1, once per quarter for LEAP 2 

and LEAP 3). The PEP focuses on specific goals for the subject area(s) and concept(s)/skill(s) 

for which the student has been receiving LEAP supports. 

 

If at any time a student or parent/guardian has a question or concern about a grade received, 

please contact the teacher via email and express your concern clearly and professionally. A 

disputed grade will be decided by the Head of School. 

 

Homework Policy 

Homework is an important part of the student’s day as it is a time for the learner to review the 

day’s lessons, to further their progress toward mastery of material, and/or to prepare for class 

the following day. Homework is never to be assigned as “busywork” (another advantage of 

Standards-Based Grading) – it is always purposeful. Homework is an informal assessment, and 

as such, it is not graded; it is, however, an important tool in the students’ progress toward 

mastery of grade level expectations. Short-term assignments also aid in developing study habits 

that will be crucial in the students’ transitions to higher levels of schooling (i.e., moving on to 

Middle School), and long-term assignments reinforce the integrated and progressive nature of 

the curriculum. As a basic rule of thumb, the amount of homework a student should have on an 

average school night is about ten minutes per grade level – e.g., a third-grade student should 

have approximately 30 minutes’ worth of homework each night. Collage recognizes and values 

the importance of family time and student participation in extracurricular activities—therefore, 

assignments will rarely be given over the weekend, unless they are part of a longer-term 

assignment or project, and no homework will be assigned over any holiday break.  
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Standardized Testing 

Because Collage Day School participates in the McKay state scholarship program, we are 

required to administer at least one standardized assessment to every student each year. We are 

aware that many families have had negative experiences with the testing done in many other 

schools; at Collage, we recognize the benefits of consistent, low-pressure, annual standardized 

testing as diagnostic tools to help us inform curricular and instructional decisions. Standardized 

testing at Collage is never treated as “high-stakes,” which means it is never connected to students’ 

grades or promotion status. 

 

Re-enrollment Criteria 

A pattern of low grades, poor work habits, poor conduct, excessive absenteeism or tardiness, or 

the failure to meet financial obligations will jeopardize a student’s continued enrollment. 

Entrance into the next grade is based on these factors. 

 

Assessment and Referral Plan 

Ongoing assessment, observation and documentation are key elements for our staff in helping 

your child learn, grow and develop. We pay close attention to personal and social-emotional 

development, approaches to learning, cognitive skills, language and literacy, mathematical 

thinking, scientific thinking, social studies, the arts, physical development and health, 

including development of self-help skills. These are integral components of the Collage 

program. All children will receive an initial screening, followed by ongoing seasonal 

observation and assessment periods during fall, winter and spring. The results from the basis 

of each child's developmental profile are shared with the classroom staff so that the 

curriculum, teaching practices, and classroom environment can be individualized to 

incorporate the unique skills, developmental levels, and needs of each child. If areas of 

weakness are identified for an individual child or group of children, the curriculum, teaching 

practices, and classroom environment will be adapted to emphasize these areas in individual, 

small group, or whole class learning experiences. Parent conferences are held at the end of 

each assessment period to inform parents of their children’s progress, to effectively 

communicate the assessment information, and to involve families in plans for future growth 

and development as we implement further assessments. Parent involvement in the assessment 

process is crucial to the success of each child. Children’s observations, assessments and 

records are kept confidential at all times by teaching staff and principal. 

 

If a staff member has a concern that a child would benefit from further observation and 

assessment, or is in need of medical, mental health, social, or educational services or vision 

and hearing screening, s/he will bring the concern to the Head of School. The Head will 

observe the child, meet with the classroom and other relevant Collage staff to share 

observations pertinent to the concern, and develop a written intervention strategy, where 
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necessary. The Principal will request a meeting with the parents/guardian to discuss the 

concern and will provide them with a written statement as to why the referral for additional 

services is being recommended, including a summary of the observations that contributed to 

the decision and a brief description of the intervention strategies the program has attempted. 

The Head of School will obtain written permission from the parent prior to referring the child 

for services or assessment and will offer the parents assistance in making the referral and 

accessing services. Collage will maintain written records of all referrals, will follow up with 

the referral, and will obtain written permission from the parent for consultation and assistance 

in managing the child's needs within the school. 

Confidentiality/Privacy 

Collage staff members may be apprised of confidential information related to students and 

parents. This information may include financial or medical. Only administrative staff have access 

to tuition payment or financial information. All staff members are instructed on what information is 

confidential and to keep such information confidential. Any medical-related information provided to 

the School becomes a part of the student’s education record and the obligation for the school to 

protect the privacy of those records is governed by the Family Educational Rights and Privacy 

Act (FERPA). 
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Health, Safety, and Security Information 

Traffic Safety 

The following regulations are extremely important for the safety of our students, families, staff, 

and visitors.  

When dropping off or picking up students, pull all the way to the far end of the circular driveway 

or up to the car in front of you. The following regulations are for everyone’s safety, and they will 

be strictly enforced: 

• Do not for any reason park in the driveway/entrance loop. 

• Individuals are not permitted to hang out of windows, sunroofs, etc. in the parking lot or 

drop-off/pick-up area. Children must be seated and wearing safety belts until the vehicle has 

stopped. 

• Drivers should not exit the vehicle to open vehicle doors or to remove items from your 

vehicle. 

• Students should exit the vehicle on the passenger side only, whenever possible. 

• If your student needs assistance, pull ahead and park in designated parking areas. 

• Do not allow your student to go to the back of your vehicle to remove things from the trunk, 

etc. If their things are stored there during travel, pull ahead and park in designated parking 

areas so that they may remove them. 

• Traffic is required to remain in respective lanes. Do not pass cars ahead of you unless clearly 

directed by School staff. 

• Do not use cell phones, unless it is on an installed speaker in your vehicle, at any time while 

driving. 

• Drivers picking up students are required to have a copy of their photo identification on file in 

the School Office. 

Unsafe actions while driving on campus will not be tolerated. If an individual persistently or 

egregiously violates safe, non-distracted driving rules while on campus, they will not be 

permitted to use the drop-off/pick-up area.  

Any parent or other authorized person who arrives at the school while intoxicated or in an 

impaired condition endangers the child's welfare and safety. Such a person will not be 

permitted to leave the school with the child/children whom they are authorized to pick up., 

Collage staff will use their professional judgment in determining the best interests of the child 

in the situation, including: make alternative arrangements for child pick-up by attempting to 

contact another person on the Authorized Child Pick-Up List. In addition, we will notify the 

following individual(s), in writing, of the incident: 

• The parent(s) of the child - if they are not the ones who are intoxicated or impaired; 

• The spouse/partner of the intoxicated/impaired person   

• The parents of all other children the person has been authorized to pick-up 
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• The Department of Children and Families  

 

Outdoor Play 

Time in nature is a time for children to engage in gross-motor activities, such as running, 

climbing, gardening and digging in the sand, and is also a very important time for peer 

interaction. We spend a large part of our day outside, so please dress your child appropriately. 

During warmer months, we recommend wearing clothing which provides sun protection and 

applying sunscreen to your child before bringing him or her to school. If you would like teachers 

to reapply sunscreen for the afternoon outdoor play, please provide your own bottle of 

sunscreen for your child and be sure to sign the “permission to apply” form provided to you 

upon receiving your child’s materials. Insect repellent containing DEET can only be used when 

recommended by public health officials during threat of insect-borne disease outbreaks. Use of 

insect repellent at any other time requires a signed physician and parental permission form. We 

recommend bringing raincoats and rain boots to keep at school so that we may go on walks, 

even on rainy days. We love to go outside and play in chilly weather too, so make sure your 

child has mittens/gloves, boots, coat, and a hat for use during winter months. If the weather is 

bitter cold or pouring rain we will remain indoors and provide opportunities for gross-motor 

activities in other spaces. 

 

Visitor Policy 

All visitors must sign the Visitor Log located at the main entrance of the building. Visitors will 

receive a badge identifying them as such and will be required to wear it while on the Collage 

campus. All visitors must return to the front office to sign out prior to leaving. 

Impromptu visits to a child’s classroom are subject to approval from the Head of School. If an 

item (forgotten lunch, backpack, etc.) must be delivered to the child, the item may be dropped off 

at the front office and Collage staff will deliver the item(s) to the child. 

All visitors, including parents or guardians who visit campus during School hours, must follow 

these procedures: 

• All visitors are strongly encouraged to make an appointment if coming to see an 

administrator or a specific faculty member. Without an appointment, the School cannot 

guarantee the individual will be available to meet with you. 

• All visitors will scan their driver’s license in the main entrance foyer area upon arrival 

and check in on the tablet provided next to the scanner (name, purpose of visit). 

• Badge printer will provide a printed sticker with date, time, name, and purpose of 

visit. Visitor must always wear the badge while on campus. 

• Upon entry from the foyer with your visitor’s badge, proceed to the front desk to 

complete your visit. 

Please Note: For the safety and security of our students, no one may be on campus without a 
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valid visitor’s badge. Be prepared to display identification at the Front Desk at any point when 

visiting the campus. 

Outside visitors are not allowed to visit a student’s class without permission from the 

administration. All parents/guardians and visitors to the School are required to sign in and 

out at the Office and obtain a Visitor’s Pass. Visitor’s Passes are to be displayed at all times. 

No one will be admitted to a classroom unless they have the required pass. 

Smoke Free and Weapon Free Facility 

• Collage Day School is a smoke-free campus. We do not allow the use of tobacco on the 

property in any capacity. There are no exceptions to this rule. 

• Our facility prohibits firearms, weapons and other significant hazards that pose a risk to 

children and adults. The School reserves the right to inspect personal belongings of any 

individual who enters the campus, to include personal vehicles parked on campus. 

Inspection Policy 

The School reserves the right to inspect and conduct a search of any place or item on School 

campus or at a School- related event including, but not limited to, a student’s locker/cubbie 

area, book bag, backpack, or personal electronic devices. Inspections and searches may be 

conducted on a routine or random basis or as deemed necessary. Students must provide any 

passwords or other access required to inspect such places or items upon request by a school 

administrator. Inspection of electronic devices includes laptops, phones, cameras, and any other 

electronics, including the contents of same (texts, emails, photos, images, address books, etc. 

whether such message or information was sent over the school’s system or any personal 

account. Further, the School has the right to seize and permanently retain property disclosed by 

an inspection or search which is considered potentially harmful, dangerous, illegal, or 

inappropriate, or the possession of which is a violation of the School’s rules, community 

standards, and/or local and state law. 

 

Evacuation, Emergencies, and Lockdowns 
Safety of our students, staff, faculty, and visitors is of paramount importance. All safety and 

emergency procedures are reviewed at least annually. The School takes the following 

precautions to assure   the safety of the students: 

• access doors on campus remain locked throughout the day – main entrances are 

accessible by official staff badge/key card only; 

• entrances are monitored by front desk personnel throughout the school day; 

• fire drills are typically held monthly; 

• tornado/destructive weather drills are held at least once a year; 

• lockdown procedures are in place and practiced periodically by the faculty and staff 

(we do not conduct lockdown drills with students, due to the traumatizing effects of 

such drills and the anxiety that they can generate in students); 

• in case of a hurricane threat or other weather emergencies, Collage Day School remains 
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mindful of the actions of other schools in the area, communication from St Johns County 

officials, and other sources of information in order to make an informed decision about closure 

of the campus.  

If an emergency situation occurs, parents/guardians will be informed via the School’s website, 

social media accounts, school-wide email, ProCare Connect messaging app, and/or 

announcements through local media outlets. Do not call the school or come to the campus in 

these circumstances—you will be kept informed    and notified when the emergency has been 

resolved. 

Supervision of Children 

Each teacher is responsible for ensuring that children are under the direct supervision of one or 

more staff at all times. When indoors, teachers are watching or directing the children’s activities 

within close proximity of students in the same room. When outdoors, children are in the 

sightline of their teacher and in a designated play area at all times. When more than one teacher 

is supervising outdoors, teachers are in separate areas to maximize the view of the children and 

ensure their safety. Entrance and exit ways remain guarded to ensure that children remain in the 

designated area. All our classrooms have windows and doors with windows for continuous 

monitoring throughout the day. Collage also has installed security cameras in classrooms to 

monitor student safety. Outdoor spaces are also under surveillance to ensure students are 

always safe while on campus. 

Transportation Plan 
Students in elementary levels have the option to be transported by bus to field study trips. 

Parents will sign waivers in the event this occurs. 

 

Incidents 
At least one staff member with current first aid and CPR certification is required to be on 

premises when children are present (all full-time faculty and administrators are required to 

keep their certifications current). In the event of an injury, staff members will use basic first aid 

techniques, unless it is judged that professional assistance is required. At that time 

911/emergency services will be called. A Collage staff member will immediately notify the 

child’s emergency contact. 

Collage’s staff will document all incidents occurring on Collage’s property. An 

Accident/Incident Report Form will be sent home and should be signed by the parent/guardian 

before they leave the building and returned to Collage for the student’s file. If an incident occurs, 

the parents of the student will be notified either via phone or in person before the child goes 

home. 

If bleeding occurs, staff will use safety precautions. These include but are not limited to 

wearing gloves or washing hands before and after contact with the injured student. In the event 

that a child is removed from the school by anyone other than a parent (e.g., ambulance, 

paramedics) a familiar staff member will accompany the child and stay with him or her and will 
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take the child’s emergency contact form with them. 

Emergency Numbers and Evacuation Plan 

Emergency numbers, including 911 and Poison Control Center are posted near all facility 

phones. An evacuation plan, including a diagram of safe routes, is posted in each classroom. 

Weapons and Threats 

The School takes all threats seriously, even when students make comments in jest, on the 

Internet, by text, or away from School. Students are prohibited from making threats or 

threatening gestures toward or about others. Students are prohibited from bringing any type of 

weapon to School or School-sponsored events, including knives, guns, fireworks, etc. Any such 

item will be confiscated and, if appropriate, turned over to law enforcement. Any pictorial 

depictions of weapons or verbal or written comments that the Head of School deems 

threatening in nature may result in disciplinary consequences. 

Fire Alarms & Drills 

To prepare for potential hazards, Collage will conduct, at a minimum, one fire drill per month. 

The lead teacher is responsible for instructing the children on the fire drill procedures, and all 

students are required to leave the building through the designated fire exit (posted in each 

classroom) in an orderly manner upon the sounding of the fire alarm. Students, accompanied by 

teachers, must remain at a safe distance (as outlined by the local fire department) from any 

building and beyond school driveways and access roads. All staff and students are prohibited 

from re-entering any school building until directed by the Head of School, Fire Marshal, or other 

senior administrative official supervising the evacuation. Each time the alarm goes off it must be 

treated as a possible emergency. Teachers will remain with their class at all times. 

Additional drills may include the following: 

• Severe Storms /Tornado Warnings 

• Missing child 

• Emergency medical situations 

• Suspicious individuals or cars in the vicinity 

• Bomb threats 

• Civil disturbances 

• Armed intruders 

• Lockdowns and evacuations 

• Potential parental custody disputes/abduction threats 

• Attempts by unauthorized individuals to pick up a child 

• Substance impairment of caregiver on center premises 

Each classroom at Collage has an emergency egress window through which children and staff 

may exit, if necessary. 
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Medical Policies 
A recent physical examination performed by your health care provider within the last 24 

months is required for each child at the time of his/her enrollment. This must be kept current 

and be on file at all times. It is your responsibility to keep this up to date so that when it 

expires you provide us with an updated examination report. If your child is overdue for any 

routine health services, evidence of an appointment for those services must be provided to 

enroll or continue in the program. Forms can be obtained from the Main Office. Your child’s 

health information is confidential. You consent to sharing that information contained in the 

examination report with Collage. The information is subject to protection as an educational 

record under FERPA and Collage will not disclose information to other parties without your 

consent. 

 

School Physical and Immunization Requirements 

• In order to comply with State of Florida licensing requirements, all children must receive 

certain immunizations. Entry into Collage is contingent upon receiving all documentation. In 

accordance with Florida Statute (s. 1003.22(1), F.S.) and Rule (Chapter 6A-6.024, FAC). 

Children attending Collage must provide Form DH 680, Florida Certification of 

Immunization, and Form DH 3040, school physical. 

• Collage requires all students to obtain a school physical every two years. Expiration date is 

determined two years from physical examination on form DH 3040. 

• Certain religious exemptions from immunizations so, you must present a religious 

exemption form which will be kept in the child’s chart indefinitely. This form can be 

obtained from your local county health department. No appointment is necessary, and the 

child does not need to be present. 

• Once enrolled, you have 15 days to provide the proper immunization and physical 

examination documentation to Collage. After the 15-day period, if documents are not present, 

your child will be temporarily withdrawn from school until we receive the documents. 

 

Department of Health requirements for K-12 schools as mandated by Florida Statutes (2019) 

sections 1003.22; 381.0056 are detailed below: 

Public/Private Schools Kindergarten through Twelfth Grade: 

• Five doses of diphtheria-tetanus-pertussis (DTaP) vaccine 

• Three doses of hepatitis B (Hep B) vaccine 

• Three or four doses of polio (IPV) vaccine 

• Two doses of measles-mumps-rubella (MMR) vaccine 

• Two doses of varicella vaccine, for grades six through eleven; one dose of varicella 

vaccine for grade twelve (Varicella vaccine not required if Varicella disease is officially 

documented by Licensed Physician, Advanced Registered Nurse Practitioner, or 

Physician Assistant, including the year the child had the disease) 
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Meningococcal Disease 

A dose of Meningococcal (MCV4) is recommended for children and adolescents 11-18 years of 

age. This vaccine is 85- 90% effective in preventing meningococcal disease. Meningococcal 

disease is a serious illness caused by bacteria. The disease is spread by airborne respiratory 

droplets (cough or sneezes). Symptoms of meningococcal disease are often mistaken for less 

serious illnesses such as the flu. For those who have never gotten MCV4, a dose is 

recommended at high school entry but not required in the State of Florida. Most colleges and 

universities require this vaccine. 

Immunizations must be kept current, and a Certificate of Immunization (DH 680), signed by a 

physician or an Immunization Waiver (DH 681) must be kept on file in the School Office. 

Students may not attend School without an appropriate immunization record. 

 

The School will accept the following for enrollment purposes: 

• Updated DH 680 meeting all requirements listed above as appropriate for grade level; 

• DH 680 with a Temporary Medical Exemption (TME) documented for those who are in 

the process of completing any necessary immunizations (requires an expiration date and 

the immunizations must be completed before or by that date and an updated DH 680 

submitted to the School); 

• DH 680 with a Permanent Medical Exemption (PME) documented for those who cannot 

be fully immunized due    to medical reasons (requires physician’s statement in writing of 

the reasons for exemption, based upon valid clinical reasoning or evidence); or, 

• DH 681, Religious Exemption From Immunization, issued by a County Health 

Department and based on established religious beliefs or practices only. 

 

Health Information Sharing 

Parents/Guardians and student agree, as a condition of continued enrollment, to consent to the 

release of any of the student’s health related information, including information relating to drug 

treatment, testing, medical and mental health records, to employees or agents of the School, as 

determined by the Head of School or his or her designee, to meet the medical or safety needs of 

the student and the community or the legal responsibilities of the School. 

The School will maintain appropriate administrative, technical, and physical safeguards to 

protect the security of all health-related information within its care or custody. While it is the 

obligation of the School to safeguard student medical information, we must also balance matters 

of privacy and confidentiality with safeguarding the interests and well-being of our students and 

our community. Thus, parents/guardians and students consent to allow employees and agents of 

the School, who have a need to know, to receive and/or share medical and/or psychological 

information necessary to serve the best interests of the student and/or community. In the event 

of a disclosure required by law, every effort will be made to notify the student and/or 

parents/guardians in advance. 
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Medication Guidelines 

If your child takes prescription or over the counter medication (such as Tylenol, cough medicine, 

etc.) during the school day, a completed “Medication Authorization Form,” available in the Front 

Office must be completed.  If medication is ‘Over-the-Counter,’ parent authorization is required 

for school personnel to dispense it. If prescription medication or Over-the-Counter is to be 

administered, a doctor’s note with the name of the medication, the dispensing instructions, and 

the actual medication in the original pharmacy packaging that includes a label with the patient’s 

name and dosage instructions is required so those authorized to dispense it according to those 

directions are aware. Prescriptions or authorizations using the description “as needed” are not 

permitted. Without a signed form, school personnel cannot dispense medication to a child. 

Children are not permitted to have medication of any kind in their possession at school. Collage 

Day School reserves the right to decline to administer medication that appears to pose a potential 

harm to the child. Parents/Guardians must replace expiring or depleted medications in a timely 

manner. 

 

Collage must have written authorization from the custodial parent or legal guardian to dispense 

prescription and non-prescription medications. This authorization must be dated and signed by 

the custodial parent or legal guardian and must contain the child's name; the name of the 

medication to be dispensed; and the date, time and amount of dosage to be given. The 

medications consent form is available at the Front Office and will be kept on file as a record of 

the only medications you authorize to dispense to your child while on the Collage campus. Any 

known allergies to medication or special restrictions must also be documented in the physical 

examination form or by separate written correspondence from the parent or guardian. 

 

Prescription and non-prescription medication must be brought to the Front Office by the 

custodial parent or legal guardian and delivered to the Director of Advancement, along with 

a completed medications consent forms/doctors’ note, etc.  This ensures that medication is 

accounted for, safely and appropriately stored that and staff members receive any necessary 

information, guidance, and/or training on their role in the administering the medication(s). 

Expired products will be sent home and not administered to the child. 

 

Prescription and non-prescription medication will be stored in the front office, with the 

exception of inhalers, EpiPens or other medication that needs to be stored safely in close 

proximity to the child in case of emergency. Under no circumstances will medications of any 

kind be stored in a child’s cubby or backpack, or in another place accessible to children.  

 

For minor cuts and scrapes, parental consent is given in the medication form and enrollment 

paperwork to administer basic first aid (soap and water or bandage). Should an injury occur 

above the shoulders, parents will be informed and the incident documented.  
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Many students must have medication available at School for certain illnesses and conditions. 

School personnel cannot administer medication, including pain relievers, without explicit 

written permission from the student’s parent/guardian and physician. A permission form 

completed by the parent/guardian and physician is required in the event a student must receive 

medicine at school. The medicine, in its original container, labeled with the student's name, 

name of medicine, dose and time to be given, physician’s name (if prescribed) and possible side 

effects, must be given to the Office together with the signed permission form. 

A completed Emergency Form is required each school year and will be kept on file in the 

School Office. It is the responsibility of the parent/guardian to ensure that the School is aware 

of any special health problems regarding their student. Emergency telephone numbers are 

required in the event that the parent/guardian cannot be contacted. It is the parents’/guardians’ 

responsibility to update the forms when information changes. Collage Day School is not 

responsible for outdated information. 

Sick Policy 

Collage Day School requires that any children with the following symptoms remain at home until 

they are symptom free or on antibiotics for 24 hours: a fever of 101° or greater; colored discharge 

from their nose, eyes, or mouth with an accompanying symptom; unexplained rash; chest 

congestion that impedes the natural flow of air vomiting or diarrhea. In addition, two occurrences 

of vomiting or diarrhea warrant removal of the child from school until symptoms have ceased 

for 24 hours. A communication with this reminder will be sent home specifying what is needed 

for the child to return to school. 

A student must be kept home if he/she has a communicable disease, has had a fever or has 

excessive vomiting within the previous 24 hours. Please do not send your child to school if he/she 

is ill (i.e., fever, unexplained rash, lethargy or a cough which makes it difficult for the child to 

breathe). 

Please be considerate of the health of other students, families, and staff and understand that 

we cannot accept sick children. 

 

When a child becomes ill at school, he/she will rest at the front office on a cot or in another 

quiet area. Parents or the designated emergency contact will be called to take the child home 

as soon as possible. A child may not remain at school if he/she is sick. The school reserves 

the right to request any child to be sent home if he/she is listless or unhappy because of poor 

health. 

 

If parents refuse to pick their child up from school when illness has been determined, staff may 

call the Department of Children and Families to file a report of abandonment/neglect. 

 

Communicable Disease 

When you have verification that your child has a communicable disease (such as strep throat, 
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hand-foot-and-mouth or conjunctivitis), please call the front office immediately so that we 

may take action to prevent further spread to faculty and students. According to Department of 

Children and Families regulations, ALL communicable diseases, including head lice, must be 

reported at once to school personnel. Any student having a communicable illness must have a 

note of clearance from a medical doctor upon returning to school. 

Collage may consult with the Center for Disease Control and Prevention and the Florida 

Department of Health regarding an identified illness to determine precautionary measures and 

additional requirements for a student’s return to school. For more information regarding 

communicable diseases, please refer to https://www.daycare.com/florida/state4.html . 

Allergies 

Collage strives to provide a safe and healthy environment for all children, but we cannot 

guarantee that we can keep our environment completely free of food or other allergens that 

might cause a severe reaction in your child. For this reason, we remind you that we must 

have a completed ‘Food/Allergy Action Plan Form’ on file for your child, indicating that 

they either have no allergies, or listing those which they have. We also caution you to 

consider staff and other students in packing lunches and snacks for your children to bring 

to Collage. Please read the following information and follow the guidelines indicated. 

 

Food allergies are a major problem in this country. They claim over 200 lives and cause over 

30,000 emergency room visits each year, nationwide. Health and safety have always been top 

priorities for Collage, so we are taking this very seriously. 

 

Anaphylaxis can occur and is potentially life-threatening. Persons with this allergy cannot eat 

or touch foods made with nuts, or even surfaces/objects touched by someone who has come in 

contact with nuts. Nuts are defined as peanut, walnut, almond, hazelnut, cashew, pistachio and 

Brazil nuts. In order to protect our current and future students with these allergies, we are 

putting into place these steps to help limit the exposure to these risky foods: 

• Signs posted indicating the “NUT-FREE ZONE” in Collage 

• Students and adults will wash their hands upon arrival to the classroom. 

• All Collage rooms will be designated as (nut) allergy aware spaces. 

• There will be no classroom projects with peanut butter or peanut shells. Please do not 

send any of these projects into the classroom with your child. 

• Parents who send lunches from home for their child must pack foods that do not 

contain peanut butter or nuts. 

• There will be special days and occasions that students may want to bring a snack 

to share. Parents may reference the SnackSafely.com guide for “allergy safe” 

suggestions; consider sending a book or game to the class in your child’s name, 

instead. 

https://www.daycare.com/florida/state4.html
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Please do everything you can to follow these steps. We know that this may be inconvenient, but 

we trust that you understand how serious this matter is to Collage. We want all of our students to 

be safe. 

We will let you know if these guidelines change over the course of the year. Please contact me 

any time if you have any questions or concerns. For additional information on food allergies, see 

Food Allergy Resources at http://www.foodallergy.org/allergens. 

 

Allergy Precautions 

• The sharing of food in lunches or in snacks is not permitted. Lists of allergies are 

posted in every classroom. The teachers are required to be familiar with every child’s 

allergies and keep the posted list updated. 

• If a child has life-threatening food allergies, parents must provide an acceptable non-

perishable snack to be kept at school and served as an alternative, as needed. Per 

parent request, these children may sit apart from the others when eating snack or 

lunch. 

• Every staff member who works in a classroom with a child with severe allergies is 

required to be trained in the use of an Epi Pen. 

• While we will strive to do our best to assist our children with special needs, please be 

aware we cannot guarantee the complete elimination of allergens. 

 

Food allergies are a growing health concern in schools across the country. Even a miniscule 

amount of the allergenic food is sufficient to cause a life-threatening reaction known as 

anaphylaxis in the millions of school-aged children across the country with food allergies. While 

Collage cannot provide a completely allergen-free environment for students with food allergies, 

but we can, through education and compassion, create a safe and respectful place for learning for 

all students. 

 

Health and Sanitation 

Practicing and encouraging good health habits is a continuous process for both staff and 

students. Each employee is responsible for the daily and ongoing cleaning of his or her own 

classroom and workspace. This includes sanitizing materials and equipment in classroom areas 

after use (utensils, toys, etc.), maintenance of classroom equipment, and cleaning and 

sanitizing all furniture, equipment and materials in the classroom’s indoor and outdoor 

environments, as needed. All bathrooms, floors, glass doors and doorknobs, and counter tops 

are cleaned daily by both our staff and our professional cleaning service. 

Additionally, alcohol-based sanitizer stations are located in every classroom as well as at the 

entrances to Collage’s secured interior open room. Use of these stations is mandatory for staff 

http://www.foodallergy.org/allergens
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and very highly encouraged for all visitors.  

In order to ensure that all children and staff are kept in an environment that is sanitary and as 

healthy as possible, we: 

• Teach our students about the importance of keeping the classroom safe and healthy for 

fellow classmates. 

• Encourage frequent hand washing, especially before and after meals and after 

toileting routines. 

• Clean tables and other work surfaces at least three times per day: before school begins, 

before and after snack and before and after lunch. 

• Clean door handles inside and out twice a day. 

 

These guidelines apply to all functions in the school building in areas where children are or will 

be present.  

 

Standards of Ethical Conduct 

Collage values the worth and dignity of every person, the pursuit of truth, devotion to excellence, 

acquisition of knowledge, and the nurturing of democratic citizenship. Essential to the 

achievement of these standards are the freedom to learn and teach and the guarantee of equal 

opportunity for all. Our primary concern is the student and the development of his/her potential. 

Employees will therefore strive for professional growth and will seek to exercise the best 

professional judgment and integrity. 

 

Concern for the child requires that our staff: 

● Shall make all reasonable efforts to protect the child from conditions harmful to 

learning and/or to the child's mental and/or physical health and/or safety. 

● Shall not unreasonably restrain a child from independent action in pursuit of learning. 

● Shall not unreasonably deny a child their expression of diverse points of view. 

● Shall not intentionally suppress or distort subject matter relevant to a child's academic 

program. 

● Shall not intentionally expose a child to unnecessary embarrassment or disparagement. 

● Shall not intentionally violate or deny a child's legal rights. 

● Shall not harass or discriminate against any child or family on the basis of race, color, 

religion, sex, age, national or ethnic origin, political beliefs, marital status, 

handicapping condition, sexual orientation, or social and family background and 

shall make a reasonable effort to ensure that each child is not harassed or 

discriminated against, or bullied by other students in our school environment. 

● Shall not exploit a relationship with a child for personal gain or advantage. 

● Shall keep in confidence personally identifiable information obtained in the course of 

professional service, unless disclosure serves professional purposes or is required by 
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law. 

● Shall remain aware of the importance of maintaining the respect and confidence of 

colleagues, children, parents, and the community. Employees of our center must 

display the highest degree of ethical conduct. 

 

Reporting Misconduct by Staff and Administrators 

All employees and administrators of CDS have an obligation to report misconduct by 

instructional personnel and center administrators, that affect the health, safety, or welfare of a 

student. Examples of misconduct include obscene language, drug and alcohol use, disparaging 

comments, prejudice or bigotry, sexual innuendo, cheating or testing violations, physical 

aggression, and accepting or offering favors. Reports of misconduct of employees should be 

made immediately to the Director of Human Resources, Jennifer Roach 

(roach@collagedayschool.org), who will then assist in reporting to the incident to the Florida 

Department of Children and Families (via their abuse hotline, a single statewide toll‐free 

telephone number: 1-800-96-ABUSE (1-800-962-2873). TDD (Telephone Device for the 

Deaf): 1- 800-453-5145) 

Adults Working in Our School 

Adults employed by Collage: 

● Must maintain professional standards of confidentiality concerning anything they 

witness or hearing the center. 

● Shall discuss their concerns regarding the care or behavior of a child with the Head of 

School or child’s team and seek their guidance. This is our first step in the process, as the 

Data Team will have greater knowledge of the child and take appropriate next steps. 

● Shall adhere to and enforce the center’s procedures for the taking of and use of 

photographs and video recording in school. 

● Shall not give out any child’s personal information over the telephone until the validity of 

the request 

● has been ascertained via a returned call. 

● Shall never give unconditional confidentiality  

● Shall refer any information that leads them to believe there is a child protection issue to the 

Director. 

● Shall be sensitive when discussing an individual child’s behavior in the presence of the 

child or peers. 

● Shall not enter into detailed discussion about a particular child’s behavior or 

academic progress with other children or parents. 

● Shall encourage children to be open with their parents/teachers. 

 

Student/Adult Interaction and Communication 

Our students and adults (teachers, administrators, staff members, parents/guardians, and 
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visitors) are expected to interact with each other in a professional and respectful manner. 

Although our adults can and should be friendly with the students, becoming too friendly with 

each other sometimes results in confusion and anxiety. 

If a student or the student’s parents/guardians become aware of any adult’s communications or 

actions toward one or more students that seems unusual, overly friendly, or otherwise 

inappropriate, such information should immediately be reported to the Head of School. 

Some examples of behaviors that should not occur and which should be reported include school 

employees: 

● calling students/parents at home for a non-school matter; 

● touching students or their clothing in non-professional ways or inappropriate places, or 
touching a student with aggression or in frustration; 

● sending e-mails, texts, other electronic communication, or writing notes of a personal nature 

to students; 

● asking students to sit on a teacher’s lap; 

● telling secrets or telling the student not to tell something that’s a secret; 

● swearing, making inappropriate sexual, racial/or ethnic comments or jokes; and, 

● inviting students to visit the adult’s social networking profile or become a “friend” on a 

social network. 
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Financial Information 
 

Enrollment Contracts 

The Collage Day School enrollment contract is an electronically signed, legally binding contract. 

Each December, all enrolled families will be notified of any changes to the Tuition & Fees 

schedule for the following school year. Unless notified by the family that they do not intend to 

return, re-enrollment contracts will be issued to current families by the end of January for the 

next school year. Electronic signature on the re-enrollment contract(s), accompanied by the non-

refundable enrollment fee, secures the student’s seat for the following school year. 

 

Students must meet academic and conduct requirements for re-enrollment as specified in this 

Handbook. Families will be notified by Head of School if their re-enrollment is on hold for any 

reason. Specifications and terms of the enrollment contract for the following year supersede 

any language in the current      year’s Family Handbook. 

 

If a student who has been re-enrolled for the following year subsequently does not successfully 

complete the current school year, the terms of the enrollment contract remain valid. If the re-

enrollment withdrawal is made necessary by medical circumstances or by the family’s move out 

of the area, the re-enrollment will be withdrawn with no penalty or obligation; be aware that the 

enrollment fee is non-refundable regardless of circumstances, however.  

 

Families may choose to voluntarily withdraw re-enrollment up to and including the date of May 

31 without incurring tuition obligation. Voluntary withdrawal of a student’s enrollment any 

time after June 1 preceding the academic year for which the student is enrolled will incur 

financial obligations as specified in the Enrollment Contract signed by the parent(s)/ 

guardian(s). Exceptions may be made only for families withdrawing because they are moving 

out of the Northeast Florida region or if the student’s medical circumstances or diagnoses have 

substantially changed to a degree that the School is not able to accommodate their learning needs 

(at the discretion of the Head of School and medical documentation must be provided), but 

exceptions are not guaranteed. Each case will be determined in light of the individual circumstances 

presented, and the Head of School’s decision is final. 

 

If an enrolled student is expelled, financial obligation for the remainder of the tuition for the 

current academic year will still be enforced. There are no exceptions to this obligation. 

Force Majeure 

The School’s duties and obligations under the Enrollment Contract shall be suspended 

immediately without notice during all periods that the School is closed or unable to maintain its 

normal learning environment and/or academic or extracurricular program status because of 

force majeure events including--but not limited to--any fire, act of God, hurricane, war, 
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governmental action, act of terrorism, epidemic, pandemic, or any other event beyond the 

School’s control. If such an event occurs, the School’s duties and obligations in this Contract 

will be postponed until such time as the School, in its sole discretion, may safely reopen.  

In the event that the School cannot reopen due to an event under this clause, the School is 

under no obligation to refund any portion of the tuition paid. Disagreement and/or 

dissatisfaction with the established safety protocols and/or methods and formats of 

instructional delivery are not adequate grounds for voiding the parent(s)/guardian(s) 

responsibilities as detailed in the Enrollment Contract, the terms of which remain valid. 

 

Payment of Tuition and Fees 

Collage Day School financial planning, staff payroll, and funding of school programs depends 

on constant enrollment and expects that, once a child is enrolled, the family is responsible for 

all charges associated with enrollment for the entire enrollment period. Tuition payments must 

be made in full and on time in accordance with the terms of the Enrollment Contract, Truth in 

Lending, and any other officially documented agreements (approved in writing by Head of 

School) between the family and the School. 

Financial aid provided by the School must be applied for through a separate application that may 

be obtained from Head of School. There is a limited amount of aid available, and discounts/assistance 

outside of those detailed in the annual Financial Bulletin are not guaranteed. Receipt of financial aid in 

any given school year does not guarantee aid the following year. A new application, with updated 

supporting documentation, must be submitted each year that aid is needed.  

 

Failure to make tuition/fee payments by the contractual dates may result in a student being 

removed from School. Transcripts and student records cannot be forwarded to another School if 

there is an outstanding balance in his/her account or if there are other outstanding debts. Families 

whose tuition accounts are delinquent will receive a letter from the School to remind them that 

their accounts must be current in order to re-enroll for the following year or to receive their 

students’ records if their student is graduating or transferring to another school. 

 

There is a service charge for checks returned to the School for any reason. The fee for returned 

checks will be determined   based on the amount of the check in accordance with state guidelines. 

 

Families receiving McKay Scholarship funding are required to come to the School and sign the 

checks the day they   are received at the School or as quickly as possible. Late payment fees may 

be applied at the Head of School’s discretion if a family is delinquent in signing the quarterly 

McKay check by greater than 15 days. 

Families receiving a Family Empowerment (including those formerly classified as Gardiner program 

funds) Scholarship funding are required to approve the quarterly funding requests made by the 
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School the day the request is made, or as quickly as possible. Late payment fees may be applied 

at the Head of School’s discretion if a family is delinquent in approving the quarterly request by 

greater than 15 days. 

 

Student Records 
Requests for student records and transcripts must be directed in writing to the School Office. The 

School reserves the right to withhold student transcripts, records, and/or report cards for non-

payment of tuition or fees.  

The School makes reasonable efforts to ensure that both natural parents (and legal guardians) 

receive substantially the same information (transcripts, records, appointments, etc.). The School 

must rely upon the correctness and completeness of parental information when the student is 

enrolled. In situations of divorced or separated parents, if one parent believes that the other 

parent is not entitled to receive certain information, the parent wishing to restrict information 

provided by the School must provide the School with a court order that is still in effect that 

specifically restricts the other parent from receiving such information. 

Non-Discrimination in Employment and Provision of Services 

It is the policy of The Collage Day School to provide equal employment opportunity to 

applicants, employees, and clients without regard to race, color, sex, religion, age, national 

origin, disability, political belief, or veteran status. The services we provided are without regard 

to race, color, national origin, sex, age, or disability. No person shall be excluded from 

participation in, or be denied the benefits of, any service; or, be subjected to discrimination 

because of race, color, national origin, religion, sex, age, or disability. 

Collage is firmly committed to compliance and enforcement of all federal and state regulations 

that forbid discrimination in the delivery of services to clients. 

Parent Responsibilities 

Parents agree to cooperate with educational services in the following ways: 

• Attend parent meetings when requested by Collage’s Head of School or lead teacher. 

• Generalize skills taught in Collage to different environments including home and the 

community. 

• Encourage the child to demonstrate appropriate behavior at home, at school, 

and in the community. 

• Alert the school if there are any significant changes in the child’s health or well-being 

that affects his/ her ability to perform in school or during therapy sessions. 

• Alert staff of any medication changes or new interventions. 

• Notify administration of changes to custody arrangements. 
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Payment Plan 

Collage Day School uses Tuition Express as our only form of accepting tuition payments. 

There are two payments options available: major credit cards (3% processing fee) or auto 

drafts from your bank or credit union. Payments are scheduled through Tuition Express 

monthly to pay for tuition for the upcoming month. Parents must have a Tuition Express 

account to complete their child’s school enrollment. Students are not officially enrolled 

without a completed Tuition Express payment form.  

Multiple Child Discount 

For parents enrolling more than one child, the child with the highest tuition pays 100%; 

subsequent children enrolled receive a 10% discount. For students with external scholarships 

awarding less than 100% coverage of school tuition, the sibling discount is applied to the 

parent’s tuition portion only; discounts on tuition may not be greater than what is owed. 

School Withdrawal Policy 

Early Learning Community parents must provide in writing a 30-day notice of child’s voluntary 

withdrawal in order to cancel your school enrollment contract. Financial obligations during this 

30-day period will include the full tuition amount of the present month as well as tuition for the 

following month. Balances must be paid on or before the 30
th day of withdrawal along with any 

outstanding debts owed to Collage Day School. Preschool and Elementary students are 

contractually obligated for an entire school year along with required tuition refund coverage, 

this coverage is required for those with Plan B monthly payments. A 30-day written notice of 

withdraw is also required for Preschool and Elementary students at which time the outstanding 

balance due for the remainder of the school year will be determined. 

Please refer to the Collage Day School Financial Bulletin for more details.  
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Staff and Faculty Directory 
Elementary: 

Dr. Anthony Mortimer, Head of School Elementary/Middle School; 

mortimer@collagedayschool.org  

Sheila Tabassian, Elementary Operations Coordinator; tabassian@collagedayschool.org 

 

Amanda Greer, Kindergarten Faculty; greer@collagedayschool.org  

Carley Smith, Kindergarten Faculty; smith@collagedayschool.org 

Kristen Valletta, First Grade Faculty; valletta@collagedayschool.org 

Maya Crosby, First Grade Faculty; crosby@collagedayschool.org 

Denea Widener, Second Grade Faculty; widener@collagedayschool.org 

Valerie Halbmaier, Third Grade Faculty; halbmaier@collagedayschool.org 

Jennifer Peters, Fourth Grade Faculty; peters@collagedayschool.org 

Nicole Romero O’Toole, Fifth Grade Faculty; otoole@collagedayschool.org 

Thomas Hardy, Learning Enrichment & Achievement Program (LEAP) Faculty; 

hardy@collagedayschool.org 

 

Christine Baccari, LEAP Faculty & Instructional Coach; baccari@collagedayschool.org 

Whitney Lynn, Kindergarten Consultant & Instructional Coach; lynn@collagedayschool.org 

Nora Chambers, Kindergarten Teaching Assistant; chambers@collagedayschool.org 

Adrianna Reynolds, Kindergarten Teaching Assistant and Aftercare Coordinator; 

reynolds@collagedayschool.org 

April Maxwell, First Grade Teaching Assistant; maxwell@collagedayschool.org 

Bailey Olliff, First Grade Teaching Assistant; olliff@collagedayschool.org 

Angela Larsen, Physical and Environmental Education Resources Faculty; 

larsen@collagedayschool.org 

Shelby Huff, STEM & Project-Based Learning Resource Faculty; huff@collagedayschool.org 

Steve Capista, Horticulture Resource Faculty; capista@mandalafamilywellness.com 

Kalani David, Music Resource Faculty (private contractor) 

Erica Whitehouse, Guidance Resource Faculty (Mandala Family Wellness contracted program) 

 

Administrative Directors 

Melissa Gibbons, Director of Finance; gibbons@collagedayschool.org 

Mario Mullelari, Director of Information Technology & Marketing; 

mario@collagedayschool.org 

 

Non-Elementary Administration 

Tiffany Clark, Head of Schools; clark@collagedayschool.org 

Karen Carmichael, Early Learning Community Operations Coordinator; 

carmichael@collagedayschool.org 

Kristin Thomforde, Director of Education; Palm Valley Child Development Center;  

thomforde@collagedayschool.org 
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ACKNOWLEDGMENT AND RECEIPT 

The registration of a student is considered an acceptance, on his/her part and on the part of his/her 

parents or guardians, of all rules and regulations of Collage Day School, including the judgment of 

School authorities on   academic and disciplinary sanctions, suspension, or expulsion of a student. 

 

The School’s duties and obligations under the Enrollment Contract shall be suspended immediately 

without notice   during all periods that the School is closed or unable to maintain its normal learning 

environment and/or academic or extracurricular program status because of force majeure events 

including--but not limited to--any fire, act of God, hurricane, war, governmental action, act of 

terrorism, epidemic, pandemic, or any other event beyond the School’s control. If such an event 

occurs, the School’s duties and obligations in this Contract will be postponed until such time as the 

School, in its sole discretion, may safely reopen. In the event that the School cannot reopen due to an 

event under this clause, the School is under no obligation to refund any portion of the tuition paid. 

 

The rules and regulations contained in this Handbook are not meant to be comprehensive. Rather, they 

presuppose the good will and judgment of a student and parent(s)/guardian(s) in all circumstances. 

Students and parents or guardians are to familiarize themselves with all of the information contained in 

this Family Handbook, sign this form, and return it to the Office . Please retain this handbook for future 

reference. A digital copy will also be available to view/download on the School website. 

I, the parent/guardian of  , have read and reviewed The Collage Day 

School Parent Handbook. Since the information contained in the handbook is subject to change, I 

acknowledge that revisions will occur throughout the school year. I concede that revised information may 

supersede, modify, or eliminate existing policies and programs. I understand that it is my responsibility 

to comply with Collage Day School policies contained in the Family Handbook. 

Please initial to confirm reading and understanding the following specific policies in particular: 

 

_____  We understand School Attendance and Late Pickup policies  

_____   We understand School Traffic Safety policies. 

_____    We understand the School Appearance Code policies. 

_____ We understand the School’s Student Conduct and Discipline policies. 

_____  We understand the School Force Majeure policy concerning circumstances beyond the 

School’s control. 

_____  We acknowledge our responsibility in partnership with Collage Day School to maintain a 

safe, positive, and effective educational environment. 

 
Please read and sign below: We have read and understand all statements and provisions set forth in the 
2021-2022 Family Handbook. 

 
 
______________________________ ______________________________ _______________ 
Parent/Guardian 1 signature  Parent/Guardian 1 printed name  Date Signed 

 
 
______________________________ ______________________________ _______________ 

Parent/Guardian 2 signature  Parent/Guardian 2 printed name  Date Signed 


