
Pre-Kindergarten 

Pre-Kindergarten Program Philosophy
Building the Foundation 

The Mounds Park Academy Pre-Kindergarten program is designed for children who are at least three 
years old by September 1 of the academic year.  Our program maintains a 1:10 teacher to student ratio 
with no more than 20 children.  The MPA program is flexible allowing for both full and part-time 
students.  Our philosophy is rooted in the National Association for Young Children’s guidelines for 
developmentally appropriate practice and is evaluated in writing annually by our staff.  Children are 
viewed as active participants in their learning and are encouraged to try a wide variety of activities. Each 
child’s developmental level is respected and instruction is geared toward the individual’s needs. 
Social/emotional development and group skills are emphasized and shaped by guided play and group 
participation. Our program is licensed by Minnesota’s Department of Human Services (DHS) Division of 
Licensing which can be reached at 651-431-6500. 



Our Educational Goals and Philosophy: 

• We provide a classroom environment where each child is valued and where warm, nurturing
relationships are evident.

• We address all areas of the young learner including cognitive, physical, and social/emotional
development.

• We plan a relevant curriculum that provides structure as well as flexibility in responding to the needs
of individual children.

• We present concept knowledge in an integrated and embedded fashion.

• We provide a safe, welcoming, nurturing, and engaging environment.

• We provide parents with feedback and assessment information regarding their child on a regular basis
that includes conferences, written summaries, and a portfolio.

• We develop emerging literacy skills and offer exposure to a wide base of quality children’s literature.

Emerging literacy skills are supported by: 

• Vocabulary building from quality children’s literature
• Writing practice in journals
• Weekly library time with a media specialist
• Emphasis on left to right progression in writing
• Printed words placed around the classroom to increase awareness
• Large group reading several times daily
• Phonetic awareness development (rhyme and alliteration)
• Daily group speaking opportunities
• Listening skill development

Our class meets from 8 AM to 3 PM Monday through Friday following the MPA school calendar. Care 
is also provided on non school days throughout the school year. The classroom environment is 
carefully planned and organized into learning centers: art and writing, sensory, dramatic and symbolic 
play, large group, quiet reading, math manipulatives, blocks, and small group areas. Students have full 
advantage of the many opportunities. PreK students participate in CHAMP assemblies and Lower 
School Monday Morning Meeting.    



 
Sample Daily Schedule 
 

 
 Monday Tuesday Wednesday Thursday Friday 

8:00-8:30 Arrival/Quiet 
Activities 

Arrival/Quiet 
Activities 

Arrival/Quiet 
Activities 

Arrival/Quiet 
Activities 

Arrival/Quiet 
Activities 

8:30-9:00 

Lower School 
Monday 
Morning 
Meeting 

Circle Time Circle Time Circle Time Circle Time 

9:00-9:30 Circle Time 
Small 

Learning 
Groups 

Small 
Learning 
Groups 

Small 
Learning 
Groups 

Small  
Learning 
Groups 

9:30-10:05 Physical 
Education Library Physical 

Education Recess Physical 
Education 

10:05-10:30 Snack Snack Snack Snack Snack 

10:40-11:15 Computer Music Large Group Music Large Group 

11:20-12:00 Choice Time Choice Time Choice Time Choice Time Choice Time 

12:15-12:50 
 Lunch Lunch Lunch Lunch Lunch 

1:05-1:30 Recess Recess Recess Recess Recess 

1:30-2:45 
Nap/Quiet 
Time/Quiet 

Activities 

Nap/Quiet 
Time/Quiet 

Activities 

Nap/Quiet 
Time/Quiet 

Activities 

Nap/Quiet 
Time/Quiet 

Activities 

Nap/Quiet 
Time/Quiet 

Activities 

2:45-3:00 Transition to 
Home 

Transition to 
Home 

Transition to 
Home 

Transition to 
Home 

Transition to 
Home 

 
  



Lower School Curriculum (PreK - 1st grade) 
  

Pre-Kindergarten Kindergarten First Grade 
Language Arts 1. Letter Recognition  

2. Exposure to letter 
sounds 
3. Exposure to Rhyme and 
Alliteration 
4. Left to Right Progression 
5. Writing  
6. Vocabulary Expansion 

1. Letters 
2. Letter sounds 
3. Decoding 
4. Sight words 
5. Fluency 
6. Comprehension 
7. Writing letters 
8. Writing numbers 
9. Writing words 
10. Writing sentences 
11. Temporary spelling 

1. Reading 
2. Reading Comprehension 
3. Writing 
4. Spelling 

Math 1. Counting with 1:1     
Correspondence 
2. Geometric Shapes in 1 
Dimension  
3. Patterns   

1. Patterns 
2. Numbers 1-100 
3. Odd and Even  
4. Counting  
5. Days of the week 
6. Fractions 
7. Time 
8. Measuring 
9. Graphing 
10. Shapes 
11. Coins 
12. Estimating 

1.  Math Number Sense 
2.  Math Patterns 
3.  Math Graphing      
4. Math Geometric Shapes 
5. Math Operations    
6. Time Concepts 
7. Measurements 
8. Fractions 
9. Place Value 
10. Problem Solving Skills 

Science 1. Growing Cycles 
2. Animals and Habitats 
3. Healthy Bodies 
4. Weather  
5. Germs 

1. Body Care 
2. Inquiring 
3. Observations 
4. Predictions 
5. Weather 
6. Seasons 
7. Plants 
8. Animals 

1. Air and Weather 
2. Water Cycle 
3. Sand, Silt and  
4. Pebbles 
5. Balance and Motion 
6. Animals 
7. Insects 
8. Nutrition and Dental 
Health 

Social Studies 1. Diversity 
2. Families 
3. Shelter around the 
World 
4. Understand 4 Basic 
Emotions 
5. Conflict 
Resolution/Problem 
Solving Guidance  

1. Families 
2. Neighborhoods 
3. Community Members 
4. Maps 
5. State 
6. Countries 
7. Continents 
8. Oceans 

1. Communities 
2. Mapping 
3. Central America  

World Languages 
(French or 
Spanish) 

 
1. Listening and speaking 
2. Language acquisition 
through songs, games, 
poems, stories, and TPR 
3. Thematic units reflect 
the National Foreign 
Language Standards. 
4. Examples of thematic 

1. Listening and speaking  
2. Language acquisition 
through songs, games, 
poems, stories, TPR,    and 
TPRS. 
3. Thematic units reflect the 
National Foreign Language 
Standards. 



units: colors, numbers, 
food, and greetings. 

4. Examples of thematic 
units: calendar, seasons, 
food, and cultural topics  

Health and 
Physical 

Education 

1. Gross Motor 
Coordination 
2. Cooperative Games 

Health and Physical 
Education 

Health and Physical 
Education 

Music 1. Sing and play 
instruments 
2. Create music 
3. Respond to music 
4. Internalize music 

1. Children actively      
engage in music making 
through the Orff-
Schulwerk process 
2. Songs, dances, and 
singing games are drawn 
from world cultures and 
the diverse music of the 
United States  
3. Children share music 
and movement they’ve 
learned at informal and 
formal performances 
throughout the school 
year 

1. Children actively engage 
in music making through 
the Orff-Schulwerk process 
2. Songs, dances, and 
singing games are drawn 
from world cultures and the 
diverse music of the United 
States 
3. Children share music and 
movement they’ve learned 
at informal and formal 
performances throughout 
the school year 
4. Music literacy begins with 
the separation of rhythmic 
and melodic notation 

Visual Arts 1. Experience art in the 
classroom setting. 

 2. Express creativity. 

1. Articulate/know the    
elements of art 
2. Experience use of 
elements in art expression  
3. Understand how art 
tells a story (expresses 
ideas) 
4. Learn that art has many 
answers 
5. Learn to look at and talk 
about art 
6. Learn to look at and talk 
about art of other 
artists/cultures etc. 
7. Participate in “sharing 
our work” 
8. Practice using art tools 
and materials 

1. Articulate/know the 
elements of art 
2. Use the elements of art in 
art expressions 
3. Understand how art 
shows our ideas 
4. Learn that art has many 
answers 
5. Participate in looking at 
and talking about art 
 
 
6. Learn to look at and talk 
about art of other 
artists/cultures etc. 
7. Participate in “sharing 
our work” 
8. Practice using art tools 
and materials 
9. Learn new art skills 

Drama None (Drama instruction 
begins in First Grade) 

Language and communication-  
Enhancement of language practice and awareness of 
communication choices and how they affect those around 
us. 
Problem solving skills-  
A safe environment to explore solving conflict with the 
ability to propose and try several solutions.  
Creativity-  
An outlet for fostering and developing creative thinking 



and interactions through dramatic play and visual art. 
Positive self-concept-  
A perspective change to see where you fit in and how 
your life can, has, or may change. An opportunity to fail 
without repercussions. 
Social awareness-  
Exploring the how and why of different cultures, 
practices, and backgrounds to embrace our differences. 
Empathy-  
A chance to deepen understanding of why people feel the 
way they often do and how we can experience similar 
emotions and situations. A sense of "feeling with."  
Values and attitudes-  
Consciously, or subconsciously, examining how your 
beliefs, or a character's beliefs, mesh or clash with others.   
An explanation of how norms influence our world.  
An understanding of the art of theatre-  
A basic opportunity to experience the facets of the art of 
theatre through simple performance, pride, production, 
process and product. 

Library 1. Book Selection and check-out 
2. Read for Enjoyment 

Technology 1. Introduction to simple computer skills 
2. Use age appropriate educational programs.   

Class Hours 
 
Our class meets from 8 AM – 3 PM Monday through Friday.  

PreK Panther Club 
 
Before and after school care for Pre-Kindergarten is available beginning at 7:30 AM and ending at 5:30 
PM to meet the needs of working families. It is included in the cost of tuition. Please let us know if your 
schedule varies and will affect your child’s schedule as well. It is important that we know exactly where 
all children should be at the end of the day. Your child’s safety is our priority. PreK Panther Club is held 
in the classroom with afternoon snack provided.  

Family/School Communication 
 
Communication between families and school is crucial.  A daily email or Schoology post will be sent by 
the teacher to keep parents informed of the events of the day.  Mounds Park Academy’s Lower School 
sends home a daily folder for both teachers and families to use for various written communications. 
Email communication is always welcome and/or you can leave a voicemail, which will appear via email 
as well.  
 



Conferences are held two times per year according to the Lower School schedule. We meet at the 
beginning of October to share initial observations and to set goals and, again, in February to share 
progress. At the end of the year, each family will receive a written summary of their child’s development 
and profile.  
 
Photographs and videos of the children participating in our programs may be taken and appear on 
MPA's website, Facebook page, and YouTube Channel or in newspapers, magazines, and other publicity 
materials.  

Uniforms 

Pre-Kindergarten children wear uniforms. You can find the guidelines on the MPA website.  Please have 
your child wear comfortable shoes appropriate for large motor play each day and bring appropriate 
clothing for outdoor activities.  

Meals and Snacks 
 
We provide a morning snack for our PreK children. It is most often a fruit and grain with juice or milk. 
Sage Dining Services is MPA’s food service provider.  Additional information regarding the lunch 
program can be found on the Mounds Park Academy website.  Children eat lunch in the cafeteria at 
about 12:30p.m.   We offer our children all the components, encourage them to try new things, but do 
not force them to eat. We do our best to accommodate special diets for religious or medical reasons. 
There is no additional charge for hot lunch and snacks; they are included in your tuition.  
 
Lunch and snack times offer a rich opportunity for relationship-building as well as conversational skill 
development. As the year progresses, children develop a remarkable ability to engage in socially 
appropriate conversation with both peers and adults. Teachers eat lunch with our children and enjoy 
the daily interaction. 
 

Food Allergies 
 
Lower School follows the Mounds Park Academy Food Allergy Guidelines and Protocol (see this section 
in the PreK-12 Handbook for full details). In Lower School, the guidelines prohibit foods with peanuts or 
tree nuts (walnuts, almonds, hazelnuts, cashews, pistachios, Braille nuts, pecans, pine nuts, or 
macadamia) and prohibits food items that have been processed or manufactured in a plant with 
peanuts or tree nut products. Cross contamination is a very significant concern and often leads to 
serious consequences. Lower School at MPA takes every precaution to minimize the risk of allergen 
exposure. Hand washing protocols are in place and we clean and sanitize surfaces daily in all classrooms, 
the cafeteria, and hallways.   

  

http://www.facebook.com/moundsparkacademy
http://www.youtube.com/mpawebmaster
https://www.moundsparkacademy.org/insidempa/handbook/subsection/168


Quiet Time Naps and Rests 
 
Young children need a mix of quiet and active times during the day, especially during an all-day program. 
After a full morning, lunch, outdoor play, and a short group time, a 45-minute rest time is designated for 
the children. Cots are provided, and children are encouraged to bring a small blanket and pillow from 
home. They are not required to sleep but do need to stay quiet, perhaps with a book. Some children 
sleep; others do not. After completing a nap or resting quietly for 30 minutes, children do not need to 
remain on their cots and are grouped strategically when it becomes clear who sleeps regularly. Cots are 
placed so there is unimpeded access for both adults and children on at least one side and are not 
stacked when in use. 

Birthdays 
 
A student in Grades PreK-4 may have a non-uniform day or bring a treat to share with classmates on 
her/his birthday following MPA's Food Allergy Guidelines and Protocol (see here). Following Health 
Department guidelines, the treats should be bought and not homemade. We also suggest that it be 
something individually wrapped. 
 
Parties for groups of children outside of school should be planned in a manner that will avoid hurting the 
feelings of uninvited students. 
 
Invitations should be distributed in school only if all students in a classroom are included. Please don't 
pick up groups of students at school for parties, or have your child bring gifts to school for parties. 

Parent Participation 
 
There are many opportunities for parent involvement at Mounds Park Academy. We have an annual 
Book Festival, a Parents Association, and a myriad of helpful tasks and groups. Some parents are 
interested and able to join us in the classroom occasionally. We offer families the opportunity to be 
guest readers, share a talent, or help with special projects.   

Field Trips 
 
Our MPA PreK program does not leave campus, but we take full advantage of the many opportunities 
for ‘mini-field trips’ within the school building and on our outdoor campus as well.  

Pets 
 
Out of concern and courtesy for those who suffer from allergies, we do not allow pets as part of our 
PreK program. No dogs are allowed inside the school’s facility unless admitted as a guide dog. At MPA, 
we guarantee a blind or visually impaired person the legal right to be accompanied by a dog guide on 
our school grounds and inside our facility. 

https://www.moundsparkacademy.org/insidempa/handbook/subsection/168


Behavior Guidance Policy 
 
A key goal in our Mounds Park Academy PreK program is to provide a classroom environment where 
each child is valued and where warm, nurturing relationships are evident. Our behavioral guidance plan 
is tailored to the developmental needs of our students, and we hold the physical and emotional safety 
and security of our children and staff as our highest priority. Rules in the early childhood classroom 
should be simple and functional. Most revolve around being safe and keeping the classroom productive 
and conducive to learning. Walk on your feet, use an inside voice, hurt no one on the inside and outside 
are simple. We believe that: 
 

1. Children learn from the adults around them, and it is our responsibility to present them with 
positive models of acceptable behavior. 

2. Each child is an individual and responds uniquely to guidance and discipline. 
3. Most behavior issues in the classroom can be solved by proactive room arrangements and 

routines. 
4. An important step is to redirect the child away from the activity with an invitation to try it again 

later. 
5. We teach our children through conversation and problem-solving how to use acceptable 

alternatives to problem behavior in order to reduce conflict. 
6. We provide immediate and directly related consequences for a child’s unacceptable behavior. 

Natural consequences often provide a learning experience for children. 
7. The goal is to help children self-regulate their behavior versus relying on external control from 

adults. 
 
When a child’s unacceptable behavior becomes persistent: 
 

1. We will observe and record the child’s behavior as well as the teacher’s response in each 
situation, 

2. After the observation period, parents will be contacted to develop a plan to address the 
documented behavior. Other professionals may be consulted when appropriate. 

 
A child will only be separated from the group if: 
 

1. Less intrusive methods of guiding the child’s behavior have been tried and were ineffective, 
2. The child’s behavior threatens the well-being of the child or another child 

 
If a child needs to be separated from the group, the following procedures will be followed: 
 

1. The child will remain in the classroom where s/he can continuously be seen and heard by a 
teacher. 

2. The child will return to the group contingent on the child’s stopping or bringing under control 
the behavior that precipitated the separation. The return to the group will occur as soon as the 
behavior that precipitated the separation abates or stops. 

3. There will be a conversation with the child about the problem behavior and successful 
alternatives after self-control is regained. A plan will be made with the child about what to do 
differently the next time. 



4. The separation will be logged including the child’s name, teacher’s name, time and date of 
incident, separation begin and end time, how the child’s behavior continued to threaten the 
well-being of the child or other child in care, and information about how the teacher guided the 
behavior in a more positive direction. 

5. If a child is separated from the group three or more times in one day, the child’s parent will be 
notified and the parent notification will be indicated on the daily log. 

6. If a child is separated five or more times in one week or eight times or more in two weeks, it will 
be considered persistent unacceptable behavior. 

 
 
At Mounds Park Academy, we will not take the following actions with your child: rough handling, 
shoving, hair-pulling, ear-pulling, shaking, slapping, kicking, biting, pinching, hitting, or spanking. Nor will 
we use our words to name-call, ostracize, shame, make derogatory remarks about a child or his/her 
family or use language that threatens, humiliates, or frightens a child. We will not punish a child for 
lapses in toileting, use any mechanical restraint such as tying, or withhold food, light, warmth, clothing, 
or medical care as a punishment for unacceptable behavior. We will not use any physical restraint, other 
than to physically hold a child where containment is necessary to protect a child or others from harm. 

Attendance 
 
We record and send our attendance electronically by 8:20 AM. If your child arrives after that time, 
please sign in at the Lower School office. If your child will be absent, you may call the Lower School 
Attendance line, email the Lower School office or let the PreK teacher know. 

Health and Safety 
 
All children are required to complete a health care summary within 30 days of enrollment and an 
immunization record at the time of enrollment.  

A full-time nurse is present and on duty at MPA every school day to provide first aid and handle student 
health needs that occur.  The nurse’s office hours are 8 AM-3 PM Monday-Friday on school days.  

Remember, children with infectious disease can spread the disease when they are in contact with others 
in the family or in the community.   

Some general questions asked of the nurse are: 

Q. When is my child too sick to go to or be at school? 

A. A child with any of the following conditions or behaviors is a sick child and must be excluded from 
school. If your child becomes sick while at school, s/he must be isolated from other children, supervised 
at all times, and you will be called immediately. Based on Minnesota Statute 9503.0080, we must 
exclude a child: 



• With a reportable illness or condition as specified in part 4605.7040 that the Commissioner of 
Health determines to be contagious and a physician determines has not had sufficient treatment 
to reduce the health risk to others; 

• With chicken pox until the child is no longer infectious or until the lesions are crusted over; 
• Who has vomited one more times since admission that day; 
• Who has had three or more abnormally loose stools since admissions that day; 
• Who has contagious conjunctivitis or pus draining from the eye; 
• Who has a bacterial infection such as streptococcal pharyngitis or impetigo and has not 

completed 24 hours of antimicrobial therapy; 
• Who has unexplained lethargy; 
• Who has lice, ringworm,, or scabies that is untreated and contagious to others; 
• Who has a 100 degree Fahrenheit axillary or higher temperature of undiagnosed origin before 

fever reducing medication is given; 
• Who has an undiagnosed rash or a rash attributable to a contagious illness or condition; 
• Who has significant respiratory distress; 
• Who is not able to participate in child care program activities with reasonable comfort; and 
• Who requires more care than the program staff can provide without compromising the health 

and safety of other children in care. 

Q. How should I communicate with the school if my child is ill? 

 A. When your child is ill, please call the MPA Lower School Attendance line before 8:30 a.m. to report 
the illness. 

Q. When is my child well enough to return to school? 

A. Our policy is that the child must be symptom free for a 24-hour period. Also, they must feel physically 
well enough to resume all normal, daily activities including outdoor recess. We wish to avoid constant 
re-infections and high absentee counts in our classrooms, so please refrain from sending your child back 
to school too soon. If “in doubt” – keep them home that extra day. Your child can return to school 
following an illness: 

• If your child has had a fever of 100 degrees or more, s/he should stay home for 24 hours 
after the temperature returns to normal and remains normal without fever-reducing 
medication.  

• If your child has vomited or had diarrhea, s/he should stay home until 24 hours after the last 
episode. 

• If your child has had any rash that may be disease-related or the cause is unknown, check 
with your family physician before sending the student to school.  

• If your child is positive for strep throat, s/he must be treated for at least 24 hours prior to 
return. 

Q. What happens when a student doesn’t feel well in school? 

A.  The Mounds Park Academy policy for students who do not feel well is that they may rest in the 
Health Office for 30 minutes. If they are not well enough to return to class after that time, the nurse will 
call the parent or guardian to pick the student up as soon as possible. When filling out your Emergency 



Information Card, please make certain your emergency contact is someone willing and able to pick up 
your child from school in the event you are unable to do so.  

Q. When my child returns to school after an illness, should he/she stay inside during recess time? 

A. A child should return to school when he/she is well. If the child is dressed appropriately, recess time 
(about 25 minutes) outside should be fine for the child. 

Contagious Illnesses/Conditions 
 
We require parents to notify us within 24 hours when their child has a contagious reportable disease 
(See Minnesota Rule 4605.7040.) or lice, scabies, impetigo, ringworm, or chicken pox. We will in turn 
give notice to parents of exposed children the same day we are notified., and our school nurse gives 
families a relevant fact sheet from the Infectious Diseases in Childcare Settings and Schools manual.  
Children should be excluded from the school setting until symptoms improve; or a healthcare provider 
has determined that the child can return; or children can participate in routine activities without more 
staff supervision than usual.  

Accidents, Injuries, and Emergencies 
 
Parents MUST submit a Health/Emergency Form before the first day of school. In the case of an accident 
or emergency, our procedure is to attempt to contact the parent(s) at home or at work. The paramedics 
or local police may be called for assistance. Your child may be taken to the nearest hospital for 
emergency service if no other arrangements have been made. A staff will accompany the child to the 
hospital and stay until the parent/guardian arrives if ambulance transportation is required. If a 
parent/guardian is unavailable, we will continue to call the child’s emergency contacts until an 
authorized person is reached. 

Medications Procedure 

Whenever possible, parents and guardians should make arrangements to administer medications at 
home. Children are not allowed to have medication in their possession. When a student needs to take 
medications at school, the following policy will be followed to provide safe administration of any 
prescription or nonprescription medication during the school day.  

Prior to the administration of medication, parents or guardians must send: 

1. Written parental permission authorizing school personnel (nurse or health aide) to administer 
medication. 

2. Written order from a physician/authorized prescriber indicating the necessity of any medication, 
includes both prescription and over-the-counter (OTC) medication. 



3. The original labeled container of medication. Please send any OTC medication in a new, unopened, 
original container. If you wish to have OTC medication administered for the duration of the school year, 
your physician also must write an “as needed” order. For prescription medication, please ask the 
pharmacist to provide a duplicate LABELED container, one for home and one for school. 

Additional Medications Requirements: 

• Authorizations need to be renewed annually or whenever the medication changes. 
• Medication to be administered in school should be kept in the health office. Students will need 

to go to the health office for administration of the medication. The school nurse will attempt to 
find a student if he/she forgets to come into the health office for their medication, but it is not 
possible for the nurse to do this on a regular basis. 

• Controlled substances such as Ritalin, Dexedrine, Cylert, Adderall, Concerta, etc. must be 
counted as each supply arrives. We no longer receive these medications in partial supply that is 
brought to us in any packaging other than the original labeled container. Parents are now being 
asked to deliver only a one-month supply at a time in the original prescription container. Also, 
parents should pick up medication from the school at the end of the school year or when their 
child is no longer taking that particular medication. 

Medication Authorization 

If your child will need or be taking medications during the current school year, a medication 
authorization form must be completed and signed by both the parent and physician and returned to the 
Health Services Office by the first day of school. Check the Mounds Park Academy website to access the 
form, or pick one up in the Health Services Office. 

Note: This applies to both over-the-counter medications such as Tylenol or Advil and/or prescription 
medications.  

Immunizations 

The State of Minnesota requires new students and all international students to show documentation of 
immunizations before school begins. This may be from either a previous school or doctor. 

Entering Pre-Kindergarten 

• Four doses of DTP/Td/DTaP (diphtheria, tetanus, pertussis (whooping cough)) 
• Three doses of polio vaccine 
• Three doses of Hepatitis B (HBV) 
• One dose MMR (Measles, Mumps, Rubella) 
• One dose of Hib – Haemophilus influenzae type B 
• One dose of Varicella (Chickenpox) or documentation of having the disease 

Family Educational Rights and Privacy Act of 1974 (FERPA) 



FERPA or the Buckley Amendment protects the privacy of students and their parents by restricting 
access to school records in which individual student information is kept. Only “school officials with 
legitimate education interest” can directly access a student’s records. The school must define 
“legitimate education interest” and specify the criteria for deciding who has this interest. FERPA 
provides parents with access to their child’s school records, including health records, and stipulates that 
these records may not be released outside the school without specific parental consent except in a few 
circumstances. 

FERPA requires our school to inform parents in writing every year of the school’s policies 
and administrative procedures regarding student records. Parents also should receive information on 
the additional protections afforded student health information, the types of school-based or school-
linked health services available to students, and the names and phone numbers of the school’s health 
professionals. In addition, the parental notice should explain in clear, easily understood language the 
rights of parents and students, the limits of confidentiality, and relevant concepts such as “informed 
consent.” The U.S. Department of Education (USDoEd) has produced a model notice of parent’s rights 
under FERPA and a model school district records policy, outlining these protections. See 
http://www.ed.gov/policy/gen/guid/fpco/ferpa/index.html. 

Maltreatment of Minors Mandated Reporting Policy for DHS 
Licensed Programs 
 
Who Should Report Child Abuse and Neglect 

• Any person may voluntarily report abuse or neglect.  

• If you work with children in a licensed facility, you are legally required or mandated to report and 
cannot shift the responsibility of reporting to your supervisor or to anyone else at your licensed 
facility. If you know or have reason to believe a child is being or has been neglected or physically 
or sexually abused within the preceding three years you must immediately (within 24 hours) 
make a report to an outside agency.   

Where to Report  

• If you know or suspect that a child is in immediate danger, call 911.  

• All reports concerning suspected abuse or neglect of children occurring in a licensed facility should be 
made to the Department of Human Services, Licensing Division’s Maltreatment Intake line at 
(651) 431-6600.  

• Reports regarding incidents of suspected abuse or neglect of children occurring within a family or in 
the community should be made to the local county social services agency at 651-266-4500 or 
local law enforcement at 651-249-2600. 

• If your report does not involve possible abuse or neglect, but does involve possible violations of 
Minnesota Statutes or Rules that govern the facility, you should call the Department of Human 
Services, Licensing Division at (651) 431-6500.   

http://www.ed.gov/policy/gen/guid/fpco/ferpa/index.html


What to Report  

• Definitions of maltreatment are contained in the Reporting of Maltreatment of Minors Act 
(Minnesota Statutes, section 626.556) and should be attached to this policy.  

• A report to any of the above agencies should contain enough information to identify the child 
involved, any persons responsible for the abuse or neglect (if known), and the nature and extent 
of the maltreatment and/or possible licensing violations. For reports concerning suspected 
abuse or neglect occurring within a licensed facility, the report should include any actions taken 
by the facility in response to the incident.  

• An oral report of suspected abuse or neglect made to one of the above agencies by a mandated 
reporter must be followed by a written report to the same agency within 72 hours, exclusive of 
weekends and holidays.   

Failure to Report   

A mandated reporter who knows or has reason to believe a child is or has been neglected or physically 
or sexually abused and fails to report is guilty of a misdemeanor. In addition, a mandated reporter who 
fails to report maltreatment that is found to be serious or recurring maltreatment may be disqualified 
from employment in positions allowing direct contact with persons receiving services from programs 
licensed by the Department of Human Services and by the Minnesota Department of Health, and 
unlicensed Personal Care Provider Organizations.  

Retaliation Prohibited 

An employer of any mandated reporter shall not retaliate against the mandated reporter for reports 
made in good faith or against a child with respect to whom the report is made. The Reporting of 
Maltreatment of Minors Act contains specific provisions regarding civil actions that can be initiated by 
mandated reporters who believe that retaliation has occurred. 

Internal Review 

When the facility has reason to know that an internal or external report of alleged or suspected maltreatment has 
been made, the facility must complete an internal review and take corrective action, if necessary, to 
protect the health and safety of children in care. The internal review must include an evaluation of 
whether: 

. (i)  related policies and procedures were followed;  

. (ii)  the policies and procedures were adequate;  

. (iii)  there is a need for additional staff training;  

. (iv)  the reported event is similar to past events with the children or the services involved; and  

. (v)  there is a need for corrective action by the license holder to protect the health and  safety of 
children in care.  



Primary and Secondary Person or Position to Ensure Internal Reviews are Completed 

The internal review will be completed by our Lower School Director. If this individual is involved in the 
alleged or suspected maltreatment, Our Head of School will be responsible for completing the internal 
review. 

Documentation of the Internal Review 

The facility must document completion of the internal review and provide documentation of the review 
to the commissioner upon the commissioner's request. 

Corrective Action Plan 

Based on the results of the internal review, the license holder must develop, document, and implement 
a corrective action plan designed to correct current lapses and prevent future lapses in performance by 
individuals or the license holder, if any. 

Staff Training 

The license holder must provide training to all staff related to the mandated reporting responsibilities as 
specified in the Reporting of Maltreatment of Minors Act (Minnesota Statutes, section 626.556). The 
license holder must document the provision of this training in individual personnel records, monitor 
implementation by staff, and ensure that the policy is readily accessible to staff, as specified under 
Minnesota Statutes, section 245A.04, subdivision 14. 

From MN Department of Human Services, Division of Licensing, December 2011. 

Grievance Procedures for Parents for DHS Licensed Programs 
 
According to Minnesota Statues 245A.04 a license holder must have a program grievance procedure 
that permits persons served by the program and their authorized representative to bring a grievance to 
the highest level of authority in the program.  

At the core of our community is a spirit of mutual respect. We seek to respect the integrity and worth of 
every individual, respecting and valuing individual viewpoints, and, therefore, this policy is not intended 
to restrict the flow of ideas. 

Mounds Park Academy expects that: 

• All members of the school community feel physically, intellectually, and psychologically safe 
when at school or at school functions. 

• All members of the MPA community are expected to be respectful at all times to each other, to 
visitors, and to school property. This expectation applies to all communications that members of 
the community have with each other, including electronic communication. 

• In order to maintain a safe, positive, supportive community, all members of the MPA community 
have a responsibility to communicate instances of disrespect/harassment to the appropriate 
person(s), e.g., faculty, division directors, assistant directors, or other staff members. 



• Issues of disrespect/harassment involving students will be dealt with by the appropriate division 
director. Consequences will depend on the age of the student(s) involved, the severity of the 
occurrence, and the number of related offenses. The consequences may include, but are not 
limited to, one or more of the following: A parent conference; counseling; loss of privileges; 
restitution; and suspension or expulsion, if warranted. 

• Issues of disrespect/harassment involving adults will be dealt with by the Head of School and/or 
Executive Committee of the Board of Trustees. 

 
Grievance Concerning Program or Procedure 
 

1. If there is a grievance over the program or procedure, direct contact with the teacher or LS 
Director should be made. The complaint should be made either verbally or in writing. 

2. If the individual making the complaint feels that it is being ignored or if the matter is of a serious 
nature, the complaint should be made to the LS Director. Depending on the nature of the 
complaint, the LS Director will either handle it personally or refer it to the Head of School.  It is 
the responsibility of the LS Director to see to it that the grievance is handled properly and 
expeditiously. 

 
 
Grievance Concerning a Teacher or Staff Member 
 

1. If there is a situation where a parent/guardian has a personal grievance, the first expectation is 
that there is direct communication. 

2. If it is not appropriate to approach the teacher/staff member and/or if there is an unsatisfactory 
resolution following communication, the parent/guardian may approach the LS Director.  Due to 
the personal nature of such a grievance, the LS Director will have a conversation with the staff 
member to gain understanding and act as a liaison to reach a mutually agreed upon outcome. 

3. If the problem remains, the teacher and/or LS Director will provide in writing how the problem 
will be resolved. 

4. If the complaint is about the LS Director and cannot be resolved internally, the Head of School 
will be notified.  

 
Grievance Concerning Facilities or Equipment 
 
For complaints about the facilities or equipment, please communicate with either the teacher or the LS 
Director who will see to it that it is repaired immediately. 
 
        Modified from HCCC 5/96 B.S. Revised 1/03, 3/08, 1/10 
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