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Dear Preschool Family, 

 

Our warmest welcome is extended to you and your child.  An early childhood experience 

transitions the child from the warm, loving world of their family and home to surroundings that 

reflect that same feeling.  We are truly grateful that you have chosen Mary, Mother of the 

Light Academy, Inc. for that very important early childhood transition.   

 

Please, take the time to look over this handbook.  Our policies are designed and revised to 

comply with all the rules and regulations set forth by the State of Florida.  We are obligated to 

adhere to these policies and be accountable through inspections and training sessions.  We 

are an extension of Mary, Mother of the Light Church and follow their educational ministry 

policy.  We are committed to keeping your child safe and loved in a clean, obstacle free, age 

appropriate and Christian environment.   

 

If at any time you are uncertain about a policy, please feel free to phone or email the 

Academy office for prompt and complete answers.  

 

Once again, welcome to Mary, Mother of the Light Academy, Inc.  

 

With God’s Blessings,  

 

Judy Harris  Jennifer Dunn   Rev. Gary George 
Judy Harris   Jennifer Dunn  Rev. Gary George 

Director    Assistant Director  Executive Administrator/Owner 

 

 

 

 

 

 

 

 

 

If we allowed children to show us what they can do, 

Rather than merely accepting what they usually do, 

I feel certain we would be in for some grand surprises. 

Mem Fox 

 



 

 

Staff Introductions 

  

Leadership Team 

  Judy Harris     Director 

  Jennifer Dunn    Assistant Director 

  Rev. Gary George      Executive Administrator/Owner 

   

Creative Centers 

  Susan Fiebiger   Music 

Wandi Santiago   Art 

Wandi Santiago    Spanish 

Judy Harris    Bible Enrichment 

  Crystal Farris    Creative Movement 

    

Early Discovery (2½ year olds)   

  Joyce Broom     Teacher  

      

Little Learners (3 year olds) 

  Kayla Neeld    Teacher 

          

VPK (4 year olds) 

  Melissa Mesteller   Lead Teacher 

  Cindy Metzger   Teacher  

  Kathy Collier    Teacher 

 

Aides 

  Susan Fiebiger            Aide 

  Crystal Farris    Aide 

  Alicia Azzi    Aide 

  Jessical Haskell   Aide 

  Lana Prince    Aide 

 

Kids Club 

Cindy Metzger    Teacher (a.m.)  

  Kathy Collier    Teacher (p.m.) 
   
  
 
 
 
 
 



 

 

 
Mission Statement:  
Mary, Mother of the Light Academy, Inc. (MMOLA) provides each child with a positive, fun, and safe 
environment to grow in a well-balanced curriculum according to his or her age.  We offer an 
environment to build self-confidence and self-esteem, while encouraging children to be harmonious in 
the world and with each other and provide them with a deeper understanding of our Lord Jesus Christ.  
  
 
Purpose:  
MMOLA is an extension of Mary, Mother of the Light Church; therefore, operating in a Christian 
environment. Our Preschool seeks to challenge, motivate and enrich each student.  
 
 
 
Philosophy:    
MMOLA believes that children learn through hands-on discovery and play in a loving, nurturing and 
safe environment.  We are sensitive to the child’s social, emotional, intellectual, and physical needs.  
We will provide developmentally appropriate curriculum that will help each child develop at his or her 
own developmental level. We encourage learning and the love of knowledge.  
 

We believe in providing a physical environment that is safe, clean, healthy, and child friendly.  
Classrooms are arranged for optimal learning and provide choices at a range of 
developmental levels.  Learning centers allow children the opportunity to explore, to 

experience, and most importantly to succeed.  
 
The strength of our program is the experienced and dedicated staff.  We support the teachers with 
training, resources, and the freedom to create a unique learning environment.  We provide 
opportunities for the staff to share ideas and grow professionally.  Our teachers create a caring and 
nurturing atmosphere that sparks each child’s creativity and positive self-image.  
 
We believe in positive methods of discipline.  We establish consistent and appropriate limits to help 
children co-exist in their world.  Our programs are designed to develop in children a sense of 
independence and responsibility, while instilling a respect for others.  
 
Parents are the most significant adults in a child’s life.  We strive to create mutual respect between 
parents and teachers.  This will benefit the child.  We encourage daily communication between parents 
and preschool staff.  Our doors are always open to parents at all times.  
 
Our preschool values people:  the children in our care, their parents and family, and our employees.  
We continually work and pray to earn the trust that has been placed in us.  We strive each day to 
provide the best Christian early childhood education possible.  

 
 
 
History:  
Mary, Mother of the Light Academy was established in 2015 with a total enrollment of 37 children.  Our 
first school year was an adventurous one filled with many blessings, including wonderful families. As 
we enter our ninth year, we are now incorporated and we have 50 students enrolled! Our mission to 
serve the community continues to grow with God’s blessing.  Mary, Mother of the Light Catholic Church 
began its journey in North Palm Beach and moved here to Tequesta in 2013.   
 



 

 

Program Objectives and Goals:  
MMOLA’s objective is to treat every child as an individual, always recognizing that they are all on a 
different level of development.   
 We are responsible for the safety, positive enjoyment and the infusion of a love of lifelong learning.  
 We commit to pray for each child every day.  
 We understand the importance of encouraging new friendships and the simple pleasure of each 

child relaxing and staying focused. 
 It is our job to provide positive discipline techniques and help children develop and use their 

problem-solving skills.  
 We contribute to the development of physical growth, creativity, self-concept, social awareness and 

intellectual curiosity.  
 
 
Communication: 
We will speak with you on the telephone or one on one for PERSONAL information you need to know.  
When general announcements are made, we use our MMOLA PRIVATE Facebook page or your EMAIL.   
We ask all parents to sign into our private Facebook page to keep up with daily activities and 
announcements.  It’s also a fun way to see your child’s picture.  Again, only MMOLA current year 
families are on this Facebook page.  The daily white boards at our sign-in entrances will keep you 
updated with weekly events, any changes to our calendar and announcements. When a general email 
is sent out, special signs go up on this board so you know to check your email. Your child’s teacher will 
give you monthly calendars and notices in your child’s cubby.  
 
 
Classroom Cameras: 
The cameras in each of the classrooms are for the use of the parents/legal guardians and teachers 
ONLY.  The User names and Passwords ARE NOT to be given out to other members of your family or 
friends.  This is a strict conflict of the confidentiality laws.  If we discover there is a violation of sharing, 
MMOLA has the right to disconnect the camera from your viewing.  By signing the Classroom Security 
Camera form, you agree to these terms.  Your child’s safety comes first and we thank you for your 
understanding and cooperation. 
The system is called Alibi Witness.  The best way to set it up is on your cell phone.  There is an Alibi 
Witness App you can download onto your phone then please follow the directions we give you on the 
handout with your password.   
 
 

 

MMOLA Facebook Family Page: 

MMOLA has a PRIVATE family Facebook page.  You will receive an email to be invited onto our 

Facebook page.  This is where you can see pictures of your child in their class, doing special activities 

and having fun with their classmates.  Again, this is for your immediate family only.  For the security of 

your child, we will not allow anyone else to view this Facebook page.  It is by invitation only by the 

MMOLA Director. 

 
 
 
 
 
 
 



 

 

Policies of Operation 
 

Eligibility for School Enrollment: 
 Child is at least 2½ years of age 
 3 years old by March 1st of the following year 
 Fully Potty trained (pull-ups not permitted; underwear required) 
 Can communicate verbally their needs and wants  
 
Admission:  
Parents are required to complete all forms and information necessary for each child’s file.  The 
following items must be in a child’s confidential file in order to begin school: 
1.  A student admission application properly filled out, signed and submitted.  
2.  All fees related to registration must be paid before student starts the first day of school.  
3.  A student health exam and certificate of immunization (or Religious Exemption from  
     Immunizations) provided by the Palm Beach County Health Department or a Licensed  
     Florida Doctor.  
4. Official form entitled “Child Care Application for Enrollment”.  
5. ‘Permission to Participate in School Activities & Receive Emergency Care’ form.  
6. ‘Getting to Know Your Child’ form. 
7. ‘Photo Release’ form.  
8. ‘Classroom Security Cameras/Withdrawal/Facebook Signature’ form. 
9.  Release of Liability form. 
 
Application, Registration & Supply, and Tuition Policy Payment Schedule: 
Application Fee:  $150.00   This is a one-time, non-refundable, payment for each school year which is 
due upon completing and presenting application for enrollment.  
Registration and Supply fee:  $500.00 for general students and for VPK extended day students.  This is 
a one-time, non-refundable, payment for each school year.  Payment is due when parent/guardian has 
been notified of acceptance into the Mary, Mother of the Light Academy, Inc. program.  A student may 
not begin school until the registration and supply fee is paid in full.   
Tuition: Based on the 180 days per year a child will attend Mary, Mother of the Light Academy, Inc., 
the annual tuition amount has been paced evenly among the months of August through May.  
Please note preferred methods of payment are with a check, cash or debit card.   
 
Payment Schedule:  Tuition is due by the first of each month.  Other arrangements can be made 
with the Director. 
 
Late Fees 
• A late tuition fee of $25 will be added each month a tuition payment is not paid by the 10th of 

same month.   
• If parents are unable to pay tuition due to economic reasons, or temporary unforeseen 

circumstances, they may apply for a financial payment plan.   
o Each case will be reviewed on an individual basis.  Parent(s) will meet with the Preschool 

Leadership Team to discuss a financial arrangement.  
o Good faith payments are expected as we continue to meet our expenses of payroll, utilities 

and supplies. 
• If your account becomes delinquent over 30 days, a credit card number must be supplied to the 

Preschool office to bring your account current.   
• If your account is delinquent over 90 days, it will be turned over to a collection agency and you 

may be asked to withdraw your child from school. 
 



 

 

 
Withdrawal from MMOLA 
If, at any time during the school year, you decide to withdraw your child from Mary, Mother of the 
Light Academy, Inc., a two-week written notice must be presented to the Director.  The person(s) 
financially responsible for the child’s enrollment will be committed to pay tuition up to the end of the 
two-week notice.   If advance payments beyond this notice have been made, MMOLA will reimburse 
any tuition and pizza money.   
 
Arrival and Dismissal of Students: 
• Arrival:  All children will be brought to the gate of the playground by their parent(s) or 

designated adult at 8:30 a.m., hugs and kisses given, and then a staff member will take 
your child into the building.    

• Parents or designated adult shall sign child in with the Directors by initialing the class roster that is 
provided.  

• Doors will only remain open for 15 minutes with Administration monitoring and then door and gate 
are locked again.  After 8:45 a.m., all children will gain entrance through the front door. 

• We want to emphasize how important it is for your child to arrive by 8:45, this allows them free 
play time with their classmates and ease into their day.  Please arrive on time.  

• Children will be picked up from their classroom by their Parent or designated adult after signing 
them out at the front entry door.    

• If you will be late, PLEASE call the office as a courtesy.  We will keep your child in class up to 10 
minutes, after 10 minutes your child will be placed in Kids Clubs (after care program) and charged. 

• If someone other than a parent or designated person will be picking up your child at the end of the 
day, you must notify the school in writing or call the office and the person picking up your child 
must show legal identification before the child will be released into their custody.  

• If a custody agreement is in place and there is a court order prohibiting a person from picking up a 
child, we must have the agreement on file at all times.  

• Children staying for Kids Club will be dropped off or dismissed through the front door. 
 

Kids Club: 
• Morning or After-care program is called Kids Club.  The cost is $12.00 per hour. 
• Morning:  7:30 – 8:30 a.m. free play.  You can send in a light breakfast for your child if you run out 

of time at home.  (Remember we do not have a kitchen to heat up food.) 
• Afternoon:  2:00-4:30. This is a lightly structured afternoon that gives children more outdoor time, 

arts and crafts, stories, and games.    Please provide a snack.   
• Kids Club can be used on an “as needed” basis or every day. Notify us at drop off or call the 

preschool office.  Charges can be paid the day used or we can bill your account. 
• If you pick up your child 10+ minutes after the hour, you will be charged the next hour’s fee.   
 

Fun Friday Pizza Lunch: 

MMOLA offers Fun Friday Pizza Lunch each week.  The cost is $5.00 per week which will give your child 

2 slices of pizza.  As his/her parent, you agree to provide the remainder of your child’s nutritious lunch.  

The cost will be charged to your preschool account monthly according to the number of Friday’s we are 

in school that month.  This is an optional program and you can cancel this special any time.  The pizza 

is bought from a local pizza restaurant in Jupiter/Tequesta.  Sign up with the office.   

 

 

 

 



 

 

Lunch & Learn Hour (VPK 11:30 students): 

Get an extra hour of fun and academic education for just $15/day, or $200/month if attending daily.  

Your child will enjoy eating lunch with their classmates, learning social skills and added literacy and 

math skills.  Monday-Thursday your child will bring in their lunch.  On Fridays your child can join our 

Fun Friday Pizza Lunch for $5.00/Friday!  The cost can be charged to your preschool account. 

 

Super Fun Fridays: 

MMOLA holds Super Fun Fridays the last Friday of each month.  You can sign your child up for an ice 

cream treat for $2.00 per month. This is served after their lunch. The cost can be charged to your 

preschool account. This program is a small Fundraiser and we ask for families to sign up to donate the 

ice cream each month.   

 

Safety:  
Our parking area can be a busy place at certain times of the day.  Please help us in providing a safe 
environment.  We offer the following tips and ask for your cooperation.  
 Park in a designated parking spot.   
 Upon arrival, please turn off your car.  Do not leave valuables or children in the car.  

Tequesta Police have a no tolerance policy with leaving children in the car.  If we know 
a child is in a car alone, we have been told to call them.  They will be here to check. 

 Always lock your vehicle. 
 Please hold your child’s hand in the parking lot.  
 Please make sure your child doesn’t run ahead or behind you upon arrival and pick up. 
 Please, remember to drive slowly at all times in our parking lot. 
 When talking with other parents outside, please keep an eye on your children at all 

times.  They are not permitted to run on concrete, run through the plants and destroy 
the plant life on the church grounds.  Please make sure you can see them at all times. 

 The State of Florida, specifically the Office of Family and Community Services, has 
developed flyers called “Getting In; Getting Out…”.  They are required to be included in 
this Handbook.  You can find them at the end, please review them carefully and follow 
all the procedures.  We will follow this no tolerance policy. 

 For families with a court-ordered protective child in their homes, please read the Rilya Wilson Act at 
the end of this Handbook.  Children are required to attend school every scheduled day. 

 
Personal Hygiene of Students:  
1. Each child must wash hands with soap for 20 seconds then rinse with running water when entering 

the school in the morning, before snacks, lunch and after using the toilet.   
2. Each child will be provided a disposable towel to dry hands. 
3. Hand sanitizer and baby wipes will be used in-between handwashing. 
4.  All toilet articles, such as combs/hairbrushes must be labeled with the child’s name and   
     shall not be shared with others. 
5.  Parents must supply a change of clothes for their child in a closeable plastic bag   
     with your child’s name on it.   If change of clothes gets used, be sure another set of clothes       
     is brought in the next school day. 
6.  As stated in School Requirements, children must be fully potty trained outside the home to attend  
     school.  They must be able to ask the teacher to go to the bathroom, pull their pants off and on   
     and wipe themselves. If a child has an accident, the parent will be called to change their child if the   
     child cannot change himself or herself.  We are not licensed to change a child.  Soiled clothing will     
     be put in a Ziploc bag and placed in child’s cubby for parent to take home and wash.  Again, extra  
     set of clean clothes must be provided the next school day. 



 

 

COVID Special Guidelines and Measures:  
If your child displays symptoms for Covid or tests positive for Covid, please keep them home for 5 days 
or after their symptoms have gone (after the 5 days).     
 
Children with Special Needs: 
Mary, Mother of the Light Academy, Inc. - 

• does not discriminate on the basis of race, color, national origin, sex, or disability.  
• is dedicated to supporting the Americans with Disabilities Act.   

• If a child requires special accommodations for participation, we will do our best to find ways 
and resources to serve that child and their family.  

 
Health Concerns:  
In a perfect world, children are all healthy, get enough rest and never come to school where another 
child is sick.  This is not reality and it is for this reason we adhere to our policies when they are sick.   
1. Consistent and reasonable bedtimes really help keep children happy and well.  Give your  

child the gift of a routine in the evenings.  Some suggestions for peaceful bedtimes   
     are, gentle quiet stretches, relaxing bath time, reading calmly and softly, soft music,  
     back rubs and parent/child prayer time.  Evenings should reflect a calm, serene, and quiet   
     atmosphere. Please keep your children away from violent and graphic movies, TV and computer   
     games.  Studies have proven that NO electronics 1 hour before bedtime relaxes the brain.  
   
2. Encourage children to wash their hands with soap and water for 20 seconds.  This proven        

prevention works well to keep those colds, flu, and other communicable diseases at a minimum. 
 

3.  A healthy diet rich in fruits, vegetables, proteins, grains and lots of water will be a great  
     blessing to your child.  Keep sugary treats at a minimum.  
 
4.  If you observe the following symptoms, keep your child home and make an appointment     
     with their doctor: 
     Nasal discharge that is green or yellow 
     Headache or body aches  
     Temperature of 100 degrees or more – stay home for 24 hours after fever free 
     Eyes that are pink, burning or itching or producing discharge (may be pink eye) 
     Persistent cough or bronchial distress or sore throat  
     Complaints of ear pain or drainage from ear 
     Rashes, skin lesions and sores that are undiagnosed by a physician 
     Vomiting – stay home for 24 hours after symptoms stop 
     Diarrhea – stay home for 24 hours after symptoms stop  
 
5. If you have a child with allergies and, therefore a runny nose, we are requiring a doctor's note      

stating that your child has allergies causing this side effect.  As the Covid viruses have the same 
symptoms of upper respiratory infection we would like this note in our files.     
 

6.  Read the brochure “The Flu: A Guide for Parents”, at the end of this Handbook. 
 
We are a preschool for “healthy” children.  A child who is not well does not benefit from our program 
and can adversely affect the health of our other children.  If you have any doubts about your child’s 
health, please keep your child home and contact your family doctor.   
 
In the event your child becomes sick while at preschool, you will be promptly notified.  We expect that 
you will come to the preschool as quickly as possible to take your child home.   



 

 

 
Medications:  
The following requirements are necessary for a child to be dispensed medication: 
1. Medication must be in its original prescription container and labeled with the        
    child’s name, the medication name, recommended dosage and doctor’s name    
    and license number.  
2. All medications must be accompanied by a doctor’s note on physician’s stationary with  
    directions, dates, student’s name, name of medicine and physician’s signature. 
3. A Director will dispense medication at appropriate time and log the time in the  
    medication log book.  
4. Over-the-Counter medication will not be dispensed by an administrator unless prescribed by a doctor  
    and written request signed by the doctor and parents.  
Communicable Diseases:  
Communicable diseases include, but are not limited to the following: 

Illness: Child may return to school when: 

Chicken pox  24 hours after lesions have crusted* 

Conjunctivitis/Pink Eye  24 hours after start of treatment 

Hepatitis A At least 7 days after onset of jaundice*  

Measles At least 4 days after onset of rash*  

Mumps 14 days after swelling begins* 

Bacterial Meningitis When Health Dept gives Okay*  

Strep throat  24 hours after start of treatment*  

Fever 24 hours after temperature is normal  

Croup After illness has subsided*  

Impetigo  24 hours after treatment*  

Pin Worms  After treatment is complete* 

Vomiting 24 hours after last incident 

Diarrhea 24 hours after last incident 

Covid Viruses 5 days after testing positive or systems 
gone* 

*Source: US Dept of Health and Human Services or CDC 
 
Communicable Diseases Procedure:  
1. If a child shows signs of severe or communicable disease, parents will be called  
    immediately.  Child will be separated from the class.  
2. The Director will contact the Palm Beach County Health Department for consultation    
    regarding treatment.  
3. The child will be made comfortable until parent arrives.  
4. The Director will notify staff members, Palm Beach County Health Department, and all  
    parents of participating children.  
5. The child’s confidentiality will be maintained at all costs.  
6. Children with an Immunization Exemption on file will not be permitted to attend school if an  
    outbreak of a communicable disease is in our area or in our school.  
 
 
 



 

 

EMERGENCY PROCEDURES: 
If a child has been injured at school or gets ill during the day –  

• We will make every effort to contact the parent,  
• or someone on the emergency pick-up information list that has been provided for us. 
• Each staff member has been certified to administer first aid and CPR.  
• Emergency phone numbers, including poison control, and other non-emergency numbers are 

posted by every phone on campus.  
• Teachers are equipped with walkie-talkies to keep in contact with administration and each 

other. 
• We will inform parents of all injuries, large and small through the use of an Accident/Incident 

Report.  Parents will receive a copy and one will be kept in the child’s permanent file at MMOLA.  
 
Minor Injuries:  

Most preschool injuries are easily handled with the First Aid kit provided in each classroom 
and out on the playground.  First Aid will be applied for minor injuries.  
1. No matter how minor, parents will be informed.  
2. All injuries require documentation through an Accident/Incident Report.  

If a child is bitten by a bug and is not allergic (indicated on medical records), we will wash the skin for 
5 minutes with soap and water, then apply ice.  We are not permitted to administer topical ointments 
or over-the-counter medications to the child.  Parent must come to school to apply over-the-counter 
medications.  
 
Life threatening Injuries:  
If a child requires emergency care, is unresponsive, or has been hurt severely: 

• We will call 911 first.  
• Parents will be notified second (or at the same time by another staff member).   
• We will continue with first aid until the paramedics arrive.   
• If a child needs to be taken to the hospital, they will travel by ambulance; MMOLA Staff are not 

authorized to remove children from campus at any time.  
• We will stay in contact with the parents or emergency contact at all times until you meet up 

with your child.    
• An Accident/Incident Report will be filled out on all injuries.   

 
Lice: 
Unfortunately, we do experience outbreaks of lice that are brought in from outside sources.   
• When we do find a child with lice, we isolate the child and notify the parents immediately. 

• We inspect the remaining children in that classroom. 
• If necessary, we inspect other classrooms if they were in contact with another class. 
• Notification is sent via our private Facebook page.  The class immediately affected will receive a 

notice in their cubby with helpful suggestions on how to eliminate and prevent further infestations. 
• Classroom and all items in it are sanitized that evening. 

• Child may return the next day after they have been treated and all signs of lice are gone.   
 
Fire/Tornado Drills: 
Each month our academy is required by the Palm Beach County Health Department to practice a fire or 
tornado drill with the students.  The students are informed on what to do when they hear the alarms 
inside the building.  Practice makes perfect.  The children are told that it is only practice on what to do 
IF there was a real fire or tornado.   
 
 
 



 

 

Lockdown Procedures: 
Unfortunately, we now live in an era where we need to take precautions from the outside world.  In 
the event we get a call from the Tequesta Police Department, the Sheriff’s Department, or we see 
suspicious activity on our property and need to lock the children and staff in the building, the following 
steps will be taken (by instructions from the Tequesta Police Department): 
 If the children are outside, we quickly and calmly bring them inside. 
 If we see suspicious activity, the Director will call the Tequesta Police Department. 
 All children will be taken to an area of the building/campus that is safe. 
 Lights are turned off, windows covered, doors checked to be locked.  
 Children are kept away from windows, kept quiet with quiet activities, snacks and water provided if 

necessary. 
 Parents WILL NOT be allowed on Church/Academy campus until safety has been restored, as 

determined by the police. 
 Parents can communicate with the Police Department as we will not be able to answer our phones 

or use our radios during lockdown.  
 As soon as safety has been restored the Director, Assistant Director, and Teachers will start calling 

parents to notify you of the situation and give you the opportunity to pick up your child. 
 PLEASE REMEMBER, SHOULD WE BE PLACED IN THIS SITUATION DO NOT COME TO THE 

ACADEMY OR CALL US.   PLEASE CALL THE POLICE DEPT FOR UPDATE INFORMATION. 
 
Hurricanes and other dangerous situations:  
We take hurricane warnings and watches extremely seriously.  If there is a hurricane warning that has 
been announced while children are at school,  

• We will inform every parent as soon as possible.   
• We will ask parents to pick up their children immediately.   

• We will follow the Palm Beach County School District actions.   
• All communications for preschool closings will be posted via our Facebook page, television, 

radio or telephone chains set up by the Teachers.  
• KEEP ALL EMERGENCY NUMBERS, CONTACTS AND OTHER INFORMATION 

PERTINENT TO YOUR CHILD CURRENT WITH THE ACADEMY OFFICE.  TAKE ALL 
PRECAUTIONS TO KEEP YOUR CHILD SAFE.  WE WILL DO OUR BEST TO CONTACT YOU.  
WHEN A CELL PHONE IS NOT ON OR NUMBERS ARE DISCONNECTED, WE ARE REQUIRED TO 
CONTACT THE POLICE FOR ASSISTANCE.  

 
Discipline and Challenging Behavior Policy: 
Discipline  
Discipline is viewed as a process of learning self-control, respect for others and personal responsibility.  
This discipline approach recognizes and values children as human beings and children of God.  Children 
who are encouraged to make decisions learn that their choices count.  They can make mistakes and 
learn from them.  To help children learn this process, the following guidelines are in place: 
 

• Children will be a part of the decision-making process for setting clear, concise rules and 
establishing limits; 

• Teachers will attempt to anticipate and redirect inappropriate behaviors; 
• Teachers will remind children of expectations, rules, and limits; 
• Teachers will encourage children to respect other people and their property; 
• Teachers will help children use words to express anger, resolve conflicts, and express their 

needs and desires; 
• Teachers will help children to work through frustrations and develop the skills necessary for 

entering into social groups, developing friendships, and helping and playing cooperatively with 
others; 



 

 

• Teachers will guide and assist children in the conflict resolution process; 
• Teachers may remove a child from an activity if inappropriate behaviors continue and help the 

child find an appropriate activity in which to participate; 
• If a child physically or verbally hurts another child, he/she will be separated from the other child 

and comfort will be given to the injured child.  The child who was aggressive will then help 
comfort the child who was hurt and the parents will be informed.  An Accident/Incident Report 
Form will be filled out for each child, signed by witness, Director and parent.  Two copies of 
each report will be made, one copy sent home with each child and one copy given to the office 
for the child’s file. 

• MMOLA staff will hold a conference with parents if serious or reoccurring inappropriate 
behaviors continue. 

 
Challenging Behavior  
The teaching staff at MMOLA is trained to be respectful and purposeful in their interactions with 
children.  The teachers take steps to prevent potentially challenging behavior by: 

• Interacting in a respectful manner with all children; 
• Evaluating and changing their responses based on the child’s individual needs; 
• Modeling turn taking, sharing, empathy, compassion, and other caring behaviors; 
• Helping children negotiate communication, materials, and supplies with others; 
• Helping children develop self-control through varied opportunities to learn the skills needed to 

regulate their emotions, behavior, and attention; and 
• Helping each child feel he/she is an important part of the preschool community and God’s 

world. 
Aggressive physical behavior toward anyone is unacceptable. Foul and inappropriate language will not 
be tolerated in our school.  The teaching staff will intervene immediately when a child displays physical 
or verbal aggression to another person.  If a child displays persistent, serious, and challenging 
behavior, the teaching staff, Director and parents will work as a team to develop and implement a plan 
that supports the child’s continuing inclusion and success at MMOLA. 
 
The following types of discipline and guidance is not condoned by MMOLA and therefore not practiced 
by our staff: 

• Corporal punishment or threats of corporal punishment 
• Punishment associated with food, naps, or toilet training 
• Pinching, shaking, or biting a student 
• Hitting a student with a hand or instrument 
• Humiliating, ridiculing, rejecting, or yelling at a student 
• Subjecting a student to harsh, abusive, or profane language 

• Placing a student in a locked or dark room, bathroom, or closet with the door closed 
• Requiring a student to remain silent or inactive for inappropriately long periods of time for the 

student’s age 
 

Biting and Kicking/Pushing 
MMOLA takes biting and intentional kicking and pushing very seriously.   Not only is the behavior 
detrimental, it also is a gateway for the transmission of any disease/illness that transmits by contact.  
Students who have been bitten will have the area cleaned with soap and water and that student’s 
parents will be notified.  Children who have been kicked or pushed will have ice applied to wounded 
area.  MMOLA will not release any confidential information such as the child’s name, medical, personal 
or otherwise, to any involved parties, regarding the aggressor or the victim. 
 
 
 



 

 

The following steps will be taken to control the biting and/or kicking and pushing: 
2 ½ yr olds 
First offense  Family will be notified. * 
Second offense Family will be notified and student taken to Director’s office. * 
Third offense  Family will be asked to pick-up student immediately for the day. 
 
3 & 4 yr olds 
First offense  Family will be notified and student taken to Director’s office. * 
Second offense Family will be asked to pick-up student immediately for the day. 
 
*If skin is broken, family will be asked to pick up child for the day. 
 
If the biting or kicking behavior continues, the family will be asked to confer with the Teacher and 
Director to determine a further plan of action. 
 
Guidelines for Disciplinary Procedures 
Informing the Family 
Occasionally situations arise in the life of a student in a preschool setting that merit intervention.  If a 
student’s family, teacher or Director observes a situation that is felt to be outside of the normal 
developmental arena of the student, the following actions will be taken: 

• An observation and/or behavioral report will be taken. 
• A meeting will be scheduled with the student’s family, his/her teacher and the Director to 

develop an action plan to resolve the problem.  At the meeting the nature of the situation will 
be clarified with particular sensitivity and attention given to the current developmental stage of 
the student in question. 

Dismissal or Suspension 
The Director, in partnership with the Executive Administrator, reserves the right to dismiss a student 
from Mary, Mother of the Light Academy, Inc.  Before dismissal, all attempts will be made to work with 
the student.  The Director will personally meet with the teacher(s) and parent/guardian to resolve the 
problem. When a situation gets to this point a teacher may not meet alone with the parent/guardian; 
the Director must be involved. MMOLA and the parents/guardians may, at their own expense, invite 
any professional(s) to a meeting who might aid in resolving the problem. 
 
If the problem persists up to 3 scheduled classes, another meeting with parents/guardians will be 
scheduled.  If the problem still continues after 2 scheduled classes, the student will be dismissed from 
the academy. 
 
Prior to the meeting between the MMOLA staff and the parents/guardians, the Director may 
immediately suspend a child if the Director and the Executive Administrator determine it is in the best 
interest of the child or the remainder of the students in the class.  If at the meeting, a resolution 
cannot be made to assure the safety of the student or the well being or safety of the children in the 
class, the student will be immediately dismissed from Mary, Mother of the Light Academy, Inc.  
 
Discipline Policy: 
Mary, Mother of the Light Academy, Inc. has specifically designed our program to provide materials 
that are age appropriate and ways of communicating that make for a cooperative classroom and kind 
hearts all around.  We have also designed our class sizes to accommodate 11 children with a teacher 
and an assistant (6 in Early Discovery class).  
 
 
 



 

 

In Early Childhood, children do not have all the skills or understanding to have the control of an adult 
mind.  As they mature, they will have the skills to understand cause and effect.  Our staff will take the 
time and model behaviors that reflect safety, good manners and kindness in the classroom and 
playground areas.  We will do this through music, stories, pictures, and live interactions.  

 
We provide children with safe areas where a staff member is close by to comfort the child and help the 
child to calm himself/herself if that is what is necessary.  We will go through various ways to reflect 
back on the behavior that may have hurt or made a child feel unsafe.  We work with the children 
through positive reinforcement.   
 
If necessary, these are the steps taken to redirect negative behavior: 

• Undesired situation is stopped. 
• Incident is explained to the child. 
• Child is asked if he/she could have made a better choice. 
• If need be, child is placed in the designated “Safe Place” for the number of minutes equivalent 

to their age. (i.e., 3 yrs old = 3 minutes) or until the child wants to return to class activities. 
• If required, child apologizes. 
• Child must tell teacher what he/she did wrong and how he/she will handle situation next time.   
• Child returns to class activity. 
• 2nd offense the parent is spoken to at pick up. 
• 3rd offense the child is taken to the Director’s office and the Director talks to him/her.  The 

redirection time is spent in the Director’s office rather than the classroom.  When the Director 
feels the child is ready to return to class, she walks the child back.  An apology is made.  The 
child returns to class activity and the parent is notified at pick up. 

• A “Safe Place” has been created in each classroom for a child to go to if he/she feels mad, sad 
or needs to be alone. 

 
We make a commitment to constantly communicate with the child’s family about the happenings in the 
class.  Teachers will communicate with the parent and if needed, the Director and Assistant Director 
will help to use a partnership with a particular area of behavior management.  
Our policy is designed to keep children and their teachers thinking good thoughts and be respectful to 
themselves and the people in their lives.  
 
PLEASE REMEMBER TO WATCH HOW YOU BEHAVE AND WHAT YOU SAY.  YOU ARE A ROLE 
MODEL FOR YOUR CHILDREN.   THEY COPY EVERYTHING YOU DO AND SAY! 
 
Dress Code:  

• Children are required to wear play clothes and closed toe shoes.  Tennis shoes with socks are 
the best. Daily activities include busy and messy play.  We believe children should relax and 
have a great time participating.  They should be comfortable and safe.  It is hard for children to 
use outdoor equipment when they are wearing their Sunday best and are afraid to get dirty.   

• Open toed shoes, crocs, dress shoes, and open toe sandals are not permitted for playground 
time.  

 
Extra Clothes:   Very, very important!  ☺ 
In Preschool, we do expect that children may get clothes wet due to spilling liquid on themselves or 
having a potty accident.  They might need a change of clothes occasionally. 

• Please put a full change of clothes in a zip-closed bag (shirt, shorts, socks, underwear).  
• Label each article of clothing in permanent marker and label the bag with child’s name on it.   
• If you gave us a change of clothes in August and have not had to use them, check with the 

teacher to make sure the clothes still fit.   



 

 

• If and when we need to use these changes of clothes, please bring in another set the next 
school day.  Please make sure we ALWAYS HAVE UNDERWEAR.   

 
Lost and Found:  
Items left at school without a label of possession will be placed on the sign-in/out cart.  If clothes are 
left for more than the school year, we will make a last-ditch effort at the end of the year to find the 
owner before it gets donated.  
 
Please have your child leave their personal toys and “treasures” at home.   
 

Remember to label everything with your child’s name! 
 
Our Program and Curriculum:  
Each day, our very qualified staff combines constructive play with the High Scope methods and Pocket 
of Preschool which uses active learning to promote all facets of social, emotional, cognitive, physical, 
and creative skills.  Social interaction and shared imaginings often emerge in the context of 
constructive play, adding values over and above the benefits of reaching academic standards.  These 
extra benefits include creativity, imagination, problem solving, eagerness to learn, ability to cooperate 
and stay on task, and learning how to self-regulate and be more responsible overall for one’s own 
learning and development in general.  The teachers have access to many resources which they can 
incorporate into their everyday teachings.   
 
 
High/Scope encourages both the teacher and the child to initiate learning experiences; therefore, daily 
activities are not just created by the teacher, but also from the child’s own interest and ideas.  The 
curriculum’s “plan-do-review” process helps children develop the ability to make decisions, become 
problem solvers and work together cooperatively.  
 
The children will also have several creative centers they will enjoy each week.  Their week will start 
with ‘making a joyful noise unto the Lord!’ with Music class, learning an array of fun songs.   They love 
Creative Media, art projects galore - what imagination they have!  They also use their gross and fine 
motor skills with Creative Movement, enjoying games of all kinds.    And they also learn basic Spanish 
to expand their cultural growth.  Our students will have Bible Enrichment classes, discovering the love 
of our Lord, Jesus Christ, exploring the Bible and all the stories it has to offer as well as experiencing 
occasional visits to the Church with our Priest.   
 
We join Father Gary occasionally in Church for Christian instruction, prayer and singing songs.  We sing 
or say grace before each meal.  The children memorize a Bible verse each month and the 4-year olds 
memorize the Lord’s Prayer for graduation.        
 
VPK (Voluntary Pre-K): 
This program is a Florida state funded program offered to 4-year-olds who are residents of Florida.  
Each student receives 540 hours (180 days) of free education preparing them for kindergarten.  At 
MMOLA we offer this program from 8:30-11:30 a.m. each school day.  It is a requirement for children 
in this program to attend school every scheduled day unless they are ill or have a family emergency.   
Please understand that the program is free to you, not to us.  The state pays MMOLA for your child’s 
attendance.  When your child is absent, we do not get paid.  Please schedule your family days off and 
vacations around our school calendar.  We will ask for a donation to the school for preplanned long 
absences.   Thank you.   

 
 



 

 

Our Daily Routine:  
Each day follows a similar schedule of events, providing consistency for both children and the adults 
that work together.  We will provide every child with large and small group experiences, with time for 
snacks and lunch, outdoor play, enrichments such as art, and structured centers to provide each child 
with lots of interaction and learning.  
 
Snacks, Lunch and Celebrations:  
MMOLA does not have a cooking kitchen.  Therefore, our parents need to provide:  

• one (1) healthy snack with a drink (juice or water, soda is not permitted) and  
• one (1) well-balanced lunch with a drink (juice or water) 
• If your child is staying in our after-care program (Kids Club), they will need one (1) extra snack 

if staying past 3 p.m.   
• Please provide a refillable thermos of WATER each day as we do not let children use the 

drinking fountains to avoid passing germs.  Thank you! 
• Children are not permitted to share their food with one another. 
• If a parent forgets to provide a lunch for their child, we will call you to bring a lunch for them. 
• We are not able to refrigerate or heat foods, so include a cold pack or thermos in their lunch 

box.  Don’t forget to include a napkin, spoon and/or fork!   
 

BIRTHDAYS:  Children are permitted to bring in a special treat for their class for their birthdays. 
• Store bought snacks allowed only.  Unfortunately, the Health Department of Palm Beach 

County will not permit us to bring in home baked goods.   
• Check with your child’s teacher on ingredients in case other classmates have food allergies.   
• The key to success is to keep it simple and small. (Large cupcakes and cakes are not 

permitted.) 
• If providing “goodie bags”, please keep candy containing sugar and dyes to a minimum. 
• We will celebrate during the regularly scheduled snack time or lunch time.   
• Children will have a birthday crown provided by the classroom teacher.   
• Party invitations may be left in class cubbies only if the entire class is being invited, this way no 

one feels left out.  Please, we are not responsible for lost or misplaced invitations left in 
cubbies.  

• If you would like to give out individual party invitations that do not include your child’s entire 
class, please ask parents for their addresses so you can mail the invitations. 

• Balloons are NOT PERMITTED.  They are considered a hazard and danger to the children in 
an enclosed environment.   
  

Parent/Teacher Conferences:  
• MMOLA will be responsible for scheduling both formal and informal conferences as deemed 

necessary.   
• If a parent or teacher has a particular concern and they feel input from a Director would help, 

the teacher is to set up a time which is convenient to all parties involved.   
• It is the responsibility of the parents to provide childcare during the meeting time if it is after 

the child’s class time or the child may attend Kid‘s Club until 4:30 p.m. at no charge.  
• Office hours are 8:00 a.m. to 4:30 p.m.  All information discussed will be respected with the 

utmost privacy.  
 
Formal parent/teacher conferences will be held annually in March for Early Discovery and Little Learner 
classes and in April for VPK classes. (Dates subject to change).  Watch your calendars and newsletters 
for reminders.  In addition, VPK students receive a formal assessment of their skills in September, 
February and April.  As part of the VPK program, these reports are shared with the parents to show 
their child’s increased achievements throughout the year.    



 

 

 
Volunteering:  
All events of the school year will be presented so you can determine where you would like to volunteer.  
Some of these are: 

o PTO – A group of parents designated to oversee all the events at MMOLA this year.  We 
would like 1 or 2 parents from each class and plan to meet on a regular basis. 

o Occasional Volunteer Day*: Occasionally, when needed, we will announce a date asking 
for your assistance.  We will have tables set up in the Hall with all kinds of projects that 
our teachers need done, such as cutting out, sorting, stuffing, assembling, etc.  This is 
a great opportunity for you to socialize with other parents.  Check our white board 
easel at the front entrance or watch our private Facebook page for the dates! 

o Helping at Special Events*:  If donating your time once or twice a year to assist us with 
an event is your thing, we would love to have you!  Book fairs, Easter Eggs, Restaurant 
Kick Back Nights, etc. 

o Shopping:  Love to shop?  We could always use an errand runner.  When you know you 
are going to be at a grocery store, Walmart, Home Depot or Costco, please let us 
know…we always have a list.  We can send you with cash or reimburse you. 

 
Cubbies:  
Each child is assigned a special cubby for them to put all their belongings they need for the day at 
school.  This is their special spot.  The teacher uses the cubbies to put important information for the 
parents to read and all special art work or homework is placed in your child’s cubby.  Items from the 
cubbies will be sent home with your child at dismissal. 
 
 
Fund Raising:  
We strive to have fundraisers where our families might normally spend their money and we always 
encourage our Church members to participate, as well as the community when it is suitable.  All events 
are subject to change. Some of our planned fund-raising activities for this school year are: 
 
 Blazing Banner Sponsor (Year-Round) 

Become a School Sponsor with a donation of $250.00 or more. A banner will be posted on our 

school fence, on our MMOLA Family and MMOLA Friends Facebook pages, and on our Website 

advertising your business name or family name thanking you for your support. This is a wonderful 

way to advertise your company if you own a business. 

 

 School Sponsors (Year-Round) 

There are 3 levels of school supporters which correspond to different monetary contributions. A 

certificate acknowledging your support will be hung on the wall in the entryway to the school 

building and posted on our MMOLA Family Facebook page. 

Razzle Dazzle Red  $25 - $49  
Bravo Blue   $50 - $99 
Yahoo Yellow   $100 or greater 
 

 Scholastic Book Fair and Book Fair Family Fun Night* (Fall & Spring)                               
Each Fall and Spring MMOLA hosts a book fair.  We always encourage parents to read to their 
children.  Volunteers are needed to help set up and take down the fair.  In the Fall we have a 
Family Fun Night wearing our Pajamas!  We look forward to having our parents be a part of this 
exciting event.  
 



 

 

 Student Photos* – (Fall & Spring)  
Professional pictures are taken in November and again in April of your child for your purchase. 
Fall pictures may be used for holiday gifts and the Spring pictures include class pictures and 
Graduation photos for our 4-year-olds. 
 

 Book Orders (all year)                                                                                                       
Most months you will receive a flyer from Scholastic Book Clubs.  Take a look at the flyer and if you 
see a book that you want to purchase for your child, fill out the order form on the back of the flyer.  
Please make the checks payable to Scholastic Book Club and hand in your order and check to 
the office by the due date that is stamped on the flyer.   You can also order online with a credit 
card.  Every dollar that a family spends benefits our school with stories for the classrooms and 
curriculum for the teachers. Reading to your child is a beneficial and rewarding experience. 

 
• Kick Back Dinners 

Join us at selected restaurants or fun family places where you can meet up with other school 
families, enjoy a meal out and the school profits from all the sales! 
  

 March Gladness of Baskets (date in March to be announced) 
Each classroom will sponsor a themed basket to be raffled off by our school.  A highly competitive 
event!  
 

Missions 
Each year we like to donate to the BOX OF JOY campaign.  This mission is perfect for our children as it 
can involve giving to children their own age.  We will receive shoe box size boxes.  We ask that you 
take your child to a ‘dollar store’ or a Walmart or Target and fill the boxes with items on the list 
provided.  Enclose cash or a check for the shipping, about $10 and return the box to school.  The 
boxes are distributed to children who recently experienced a disaster such as hurricanes, tornadoes, 
mud slides, war, etc.   This mission starts in October.   
 
We also like to collect your unwanted Halloween candy.  We send that to soldiers oversee as a treat for 
them.  But they also give it out to children they come in contact with.  

 
Announcements/Calendars: 

• Each month you shall receive from your child’s teacher a calendar filled with activities that are 
scheduled for the month. This is a very important way that the teachers let you know what is 
happening in the classroom.   

• Every month the Director will keep you posted of all monthly activities through Facebook 
postings, notices placed in your child’s cubby, emails and the white board easel at the front 
door.    

• Please take time to read all the information that goes home with your child to stay on top of the 
activities. 

 
Smoking and Alcoholic Beverages: 

• Mary, Mother of the Light Academy, Inc. and Mary, Mother of the Light Church is a smoke-free 
campus.  There is never an appropriate time to smoke anything around a young child.   

• The use of alcohol and drugs is prohibited on campus grounds.  
 
 
 
 



 

 

 
 

Each day is a gift from GOD.  We are grateful that you have chosen Mary, 

Mother of the Light Academy, Inc. for your child.  We plan to have fun with 

your child while teaching them that they are a daily blessing to each one of 

us.  Every student will be accepted just as they are with their unique 

backgrounds, values, manners and vocabulary. 

 

We are creating new memories for these children.  Their hearts and souls 

are new and fresh, straight from God.  We will pray with them, smile with 

them, communicate with them, hug and laugh with them, and never forget to 

wish them well each day.  

 

And a huge THANKS from Ms. Judy, Ms. Jennifer, Father Gary and the 

Staff.  You, the parent, are an integral part of the ministry and it means so 

much to us that you are here and willingly give us a part of your everyday 

lives.  You are truly a blessing.  

 
 
See the following pages for required Florida Department of Health documents. 
Please feel free to print part(s) or this entire Handbook for your reference. 
 
 
 
 
 
 
 
 
 



 

 

 
 
 
 



 

 

 

 

 

 



 

 

 
 

 
 
 
 

 
 
 
 



 

 

 
 



 

 

 
 
 
 
 



 

 

 



 

 

 
 
 
 



 

 

 
 

 
 



 

 

 
 
 
 
 
 
 
 
 
 
 

 



 

 

 
 
 
 
 
 
 
 
 
 



 

 

 



 

 

 

 



 

 

 



 

 

 

 

 



 

 

Please print this page, sign and return it to the Academy Office.  Thank you. 
 

 
 

Parent Acknowledgment of 
 

MMOLA Parent Handbook 
  

Containing 
 

Rules and Regulations of Operations, 
 

“Know your Child Care Facility” brochure, 
 

 “The Flu: A Guide for Parents” flyer, 
 

“Getting In; Getting Out” and the “Rilya Wilson Act” flyers, 
 

“Distracted Adult” brochure. 
 

 
 

Student Name _______________________________________________________ 
 

I have read and understand the policies and information outlined in the Mary, Mother of 
the Light Academy, Inc., Parent Handbook 2023-2024 which contains the brochure 
“Know your Child Care Facility”, “The Flu: A Guide for Parents”, “Getting In; Getting 
Out”, the “Rilya Wilson Act”, and the “Distracted Adult” flyers.  I hereby agree to abide 
by the policies in this Handbook. 

 
____________________________________________________________________ 
Parent/Guardian Print Name 

 
____________________________________________________________________ 
Signature of Parent/Guardian(s)                                                                Date 

 
Please sign this acknowledgement form and return it to the Academy Office the 
next school day.  We need it in your child’s folder for the Health Inspector.      
Thank you! 


