Montessori Academy Biloba Handbook v1

MONTESSORI -
BILOBA

Handbook

Montessori Academy Biloba

Parkstrasse 36 B / 5012 Schonenwerd / Switzerland



Montessori Academy Biloba Handbook v1

Table of contents

L WELCOME ...ttt b bbbttt bbbttt b et nnns 1
ADOUL QUE INSTITULE ...ttt e b e sbe e nneas 1

2. APPLICATION AND ENROLMENT ..ottt 1
2.1. Language Of the COUISE ......ccuoiiiiiiiiiieee e 1
2.2. APPLICAtION DOCUMENLS ....ocvviiieiecie ettt et e e sreeee e e nne e 1
2.3 APPLICALION PrOCEAUIE ...ttt 2
2.4. Confirmation of ENrOIMENt..........cccooiiiiiiiie e 2
2.5. ENroIMeNnt POLICY ....c.oouiiiiiii e 2
2.6. INtEernational STUENTS ......ccvoiviiiiiie e 2
2.7. Disability STAtEMENT......c.oiiieiiee e 2

3. COURSE INFORMATION .....ctitiieiaieiesie sttt sttt st st sbe s 2
3.1, COUISE THEIE .ttt et e st et e st e s reenteeneesneebeeneenres 2
3.2. COUISE DESCIIPLION. ... .civieiieii ettt et be e re e ste e e e sbeenbeeneenres 2
3.3, COUISE DEIIVEIY ...ttt 2
3.4, COUISE DALES ...ttt ne e 3
KT 01U £ ] TS TORURRTN 3
3.6. QUANITICALION AWAITU......cviiiiieiie ettt sbe e s re e ebe e saaeeebeesaeeebeesaeeas 4
3.7. Required Materials and SUPPHES ........coviiiiiieieieie s 5
3.8. ReQUITEd REAUINGS .....vevieiieiieitiesie ettt ettt be e be e te e ste e sbeesbeeneenneas 5
3.9. Recommended REAAINGS. ........ooviiiiiiiiiiiiieee e 5
3.10. Director OF TraINING .....ccveiiieeie e re e sre e e sreesbeeneenres 5
IMAFIZA HETEY ...ttt bbb 5
311, COUISE DELAIIS ....cveivieiiiieiieie et bbbt 6
T8 5 O O o o 1SR 6
3.11.2. Supervised Practice with Montessori Materials.............ccccccevvviveiieii s 6
3.11.3. TREOIY PAPETS ...ttt bbbttt bbbttt 6
3.11.4. Observation and Teaching PractiCe ...........cccovriiirininiiee e 6
3.11.5. Written EXamiNAtIONS .......ccviiiiiieieieieie et 7
3.11.6. Oral EXamINALIONS ....cceeiiiieiieieeie et e e eesnee e nnes 7
B0 O A O ) =1 £ o0 SR 7
3118, INTEINEEL ACCESS ... ettt ettt ettt b e sae et e e be e b e nen e e s 7

A FINANGCES ...ttt b s e et e et et et b e b e e et et e e 8
4.1, COUISE FBBS ...ttt ettt ettt et e et e s ae e e be e sbe e e teesreeebeennne s 8
L e 1Y 0 1=T | K PSPPSR PPPR 8
4.3. BaNKING DELAIIS. ......ccuiiiiiiiiieee et 8
4.4, Late PaYMENT OF FEBS.....vi it sre e 8
4.5. Cancellation and Refund POLICY ..o 9
A.5.1, CANCEIIALIONS ...t et 9
A.5.2. RETUNGS ...ttt et te et e e s teeaeaneenreennennes 9

5. ACADEMY POLICIES ...ttt sttt st nees 9
5.1. Academic INtegrity POIICY .......ccocoiiiiiiiieiiee e 9
5.2. Reproduction of MaterialS POIICY ........cccooiiiieiiiciii e 10

5.3. Recording of Lectures and Supervised Practice POIICY ..........ccocoveiiiiniiininicen 10



Montessori Academy Biloba Handbook v1

5.4. AENTANCE POLICY ..ottt 10
5.5. Electronic Devices and INternet POLICY .........cccoveiieieiieie e 10
5.6. SoCial Media POLICY ......cviiiieiiiie e 10
5.7. AlcOhOl and Drugs POLICY ......cuciveiiiieie ettt 10
5.8. Sexual Harassment and Discrimination POICY ..........ccocvviieiiiinincieeeeceeee 11
5.9. Dismissal OF @ STUABNT ........ovveiiiiiiiicieiee e 11
5.10. ComMPIAINTS PrOCEAUIE .......cuiiiieiitiiieeiieieee et 11
6. ADDITIONAL INFORMATION ...ttt et 11
6.1. Statement of Confidentiality and Accessibility of Files ..o, 11
6.2. Course FOrmMat ChanQeS........cccueiveiiiiieieerie e sre e enes 12
6.3, UNEXPECIEA CIOSUIES ...t 12
B.4. DITESS ..ottt ettt r e 12
6.5. FOOA AN DIINKS......ciiiiiiiieieiie et sr et nre e enes 12
6.6. Personal BelONGINGS.......coiveuiiieiieie ettt 12
B.7. SIMOKING ...ttt bbbttt b et bbbt 12

8.8, N ISItO S .ttt e e e e e e e e e e —— 12



Montessori Academy Biloba Handbook v1

1. WELCOME

We are excited to get to know you and journey with you on an AMI Montessori training course. AMI
Montessori courses are world renowned for their holistic and meticulous approach to training teachers.
Undertaking an AMI Montessori course will be enriching and insightful and give you a fresh perspective
to not only teaching but to life.

The dates for upcoming courses are available on our website at: https://www.montessori-biloba.ch/

About our Institute

The Montessori Academy Biloba (MAB) is housed in the Ballyhouse that is over a hundred years old, set
within magnificent grounds in Schénenwerd / Kanton Solothurn in Switzerland. The location is just a 10-
minute train ride from Olten, a central hub of the Swiss rail network. The Academy is easily accessible in
around an hour from many of Switzerland’s major cities, such as Zurich, Lucerne, Zug, Bern and
Solothurn.

Address: Montessori Biloba / Parkstrasse 36 B / 5012 Schénenwerd

How to get there:
e By car: take the Olten or Aarau motorway exit / follow the road signs to Schonenwerd / turn left
at Fash and Fish and follow this road to the end / car park.
e By public transport: Take the express train to Olten or Aarau, then change to the S-Bahn to
Schoénenwerd / walk towards Ballypark from the station.

Parking is available directly in front of the building, and the station is just a 5-minute walk away.
The Academy has lecture rooms covering an area of 60 m? and a prepared environment of 100 m?. There
is also a common room for students 20 m?, a kitchen 15 m?, 2 toilets and a cloakroom 10 m?.

Our administration team can be contacted during our business hours of 8:00am to 4:00pm, Monday to
Friday.

Each AMI diploma course is led by a course director, who is responsible for running the course and

overseeing all educational content. The course directors have many years of experience in Montessori
education and have also successfully completed the comprehensive AMI Training of Trainers (TOT)

programme.

2. APPLICATION AND ENROLMENT

2.1. Language of the Course

The lectures are delivered in German and translated into English.

2.2. Application Documents

Applicants will be considered for admission on receipt of all the following documentation:

Completed application form

CV (outlining academic and employment history)
Qualifications / Diplomas

Motivation letter
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e Two signed letters of recommendation, including contact details of reference.
e One being professional in nature.
e One being a character reference.

e Application fee proof of payment. (refer to section 4)

Once all documentation has been received, an interview with the Director of Training is scheduled.

2.3 Application Procedure

Applications will be reviewed on an ongoing basis until the course is fully enrolled, after which a waiting
list will be created. Application forms can be requested by post, phone, or email, and are also available on
the website https://www.montessori-biloba.ch/ website. Completed applications, along with the
required supporting documents, should be submitted to: kurs@montessori-biloba.ch

Please note that admission is granted at the discretion of the course Director of Training and the Director
of the Academy.

2.4. Confirmation of Enrolment

Applicants will be informed of the outcome of their application by email. Those who are accepted will
receive a confirmation of enrolment letter. Please note that a place on the course is only secured once the
applicant has made the initial payment toward the course fees, in line with the applicable fee schedule.

2.5. Enrolment Policy

Those interested are asked to submit their registration at least one months before the start of the relevant
course to ensure that places are allocated and that applications are processed correctly.

2.6. International Students

International students are responsible to fulfil their visa requirements in order to attend the course in
Switzerland.

2.7. Disability Statement

Applicants who require special consideration or accommodations due to a disability are asked to indicate
this in their application. While we aim to make our courses as accessible as possible, we cannot guarantee
that all individual needs can be fully accommodated.

3. COURSE INFORMATION

3.1. Course Title

The complete title of the course is AMI Montessori Diploma Primary (3-6).
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3.2. Course Description

A comprehensive study of Montessori pedagogy with a particular emphasis on the developmental needs
of children between the ages of three and six.

3.3. Course Delivery

A minimum of 400 hours of classroom-based instruction, including lectures, at least 140 hours of
supervised work with Montessori materials, and 170 hours dedicated to observation and teaching
practice in Montessori environments.

3.4. Course Dates

see separate sheet.

3.5. Course Units

see Flyer

3.6. Qualification Award

The AMI Diploma is awarded upon the successful completion of all course requirements, including the
attendance criteria outlined in the AMI Requirements for Certification document, which is signed by both
the Director of Training and the student upon acceptance into the course.

The AMI Diploma is granted once the following course requirements have been satisfactorily fulfilled:

e Attendance
90% minimum attendance in course lectures and activities, including supervised practice.
e Theory Album
Compilation and submission of an acceptable theory album.
o Reference Albums
Compilation and submission of acceptable and original reference albums in all areas.
e  Material Making
Submission of acceptable material making assignments.
e Observation
80 hours of observation training, on site and in Montessori settings.
e Practice Teaching
90 hours of practice teaching in a Montessori environment.
e  Written Examinations
Passing marks of 50% or higher on the written examinations.
e Oral Examinations
Passing marks of 50% or higher on each area of the oral examinations.

Admission to the training course does not guarantee certification.

AMI is widely regarded as a global leader in Montessori education. Its accredited training is known for its
rigour and authenticity, and the AMI Diploma is recognised internationally.

Awarding of this AMI Diploma does not qualify the holder to train other teachers.
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3.7. Required Materials and Supplies

Each student is required to prepare specific materials for classroom use. Students are liable for the
purchase of all items needed to make these specific materials.

3.8. Required Readings

Students will be required to read selected materials and participate in discussions on assigned topics
bevor and throughout the course.

By Dr Maria Montessori:

1. The Secret of Childhood

2. The Discovery of the Child

3. The Absorbent Mind

4. The Formation of Man

5. Education and Peace

6. The Advanced Montessori Method, Vol. 1
By other authors:

7. The Four Planes of Education (AMI Pamphlet) By Mario M. Montessori, Snr.
8. The Human Tendencies and Montessori Education (AMI Pamphlet)

3.9. Recommended Readings

By Dr Maria Montessori:

From Childhood to Adolescence
To Educate the Human Potential
Education for a New World

The Child in the Family

BN

By other authors:

The Child, Society, and the World By Silvana Quattrocchi Montanaro, MD
Understanding the Human Being By Mario M. Montessori, Jnr

Education for Human Development By E.M. Standing

Maria Montessori, Her Life and Work By E.M. Standing

XN w

3.10. Director of Training

Mariza Hefty

e Bornon 21 January 1970 in Mannedorf, Canton of Zurich, Switzerland

® 1990: Trained as Kindererzieherin / KindergartenTeacher / Worked in Day care centers

e 2000-2005: Established and managed her own Day care center, Wundertiite

e 2005-2022 Obtained AMI Montessori diploma and worked in various Montessori institutions in
Switzerland

e 1996-2023 Organised AMI courses at the International Training Centre of Switzerland (MCH)

e 2020-2026 Board member at MCH
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e 1995 - 2025 Teaching on the training course for Childcare Specialists (EFZ) and serving as a
cantonal examiner for final examinations

e 2000-present: Advising Montessori institutions on quality improvement

e 2023 AMI Trainer Diploma for children aged 3-6

e 2023 - present: delivering AMI 3-6 Diploma and Orientation Courses at MCH

3.11. Course Details

3.11.1. Albums

Each student is required to prepare a personal reference album for every curriculum area covered in the
course. The process of writing and illustrating these albums serves as a way to internalise and restate the
course content, demonstrating that the student has understood the material and can present it in a clear
and coherent manner. Class notes, both written and illustrated, form the foundation for the preparation of
these albums. Students should adhere to the recommended format, and albums should be either typed or
neatly handwritten.

Albums are reviewed regularly by the Trainer, with support from album readers, and students receive
written feedback as part of the evaluation process.

3.11.2. Supervised Practice with Montessori Materials

Students are required to complete supervised practice under the guidance of the Trainer. This practice
enables students to deepen their understanding and refine their use of the didactic materials before
beginning work with children in a classroom setting.

Sessions are designed to create an interactive environment in which students can individually
demonstrate how they would present activities to a child, followed by constructive group discussions on
the effectiveness of the presentation and its key elements. These discussions also help connect the
practical use of the materials with the child’s development.

3.11.3. Theory Papers

Theory papers or assignments are completed by students during the course and take the form of essay-
style work on theoretical topics. A list of topics is provided early in the course. The main sources for these
papers are lecture notes and the required readings. The purpose of the theory papers is to support
students in understanding the significance of Montessori philosophy, and they also serve as preparation
for Written Examination Paper A.

It is essential that students keep up with their coursework, as those who fall behind often find it very
difficult to catch up later.

3.11.4. Observation and Teaching Practice

Observation is central to the Montessori teacher’s role. During the course, students complete 80 hours of
observation of children. In addition, they must successfully complete 90 hours of work experience in
Montessori 3-6 environments. Each student carries out a self-assessment of their practice and is also
evaluated by those responsible for the learning environment.

Confidentiality is required at any time and place, students are working with children. If questions arise
during there Observation or teaching Practice, they may talk to their Trainer and discuss them.
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3.11.5. Written Examinations

The course timetable specifies the dates of the written examinations, and all students are required to be
available to sit these examinations on the scheduled dates. Only those who have completed the albums
will be admitted to the written exams.

There are two written examination papers: Paper A and Paper B.

1. Paper A contains theory questions on key Montessori concepts including child development, the
role of the adult, the role of the environment, the study of the child, self-awareness in young
children, development of movement and independence.

2. Paper B contains questions which reflect the basic Montessori principles and how these underpin
the key materials in each of the curriculum areas. While this paper is more practically oriented
than Paper A, questions are worded so that they are different to those asked in the Oral Exam.

In each paper, exactly 4 questions out of a choice of 7 need to be answered.

3.11.6. Oral Examinations

Each student is required to demonstrate their knowledge in an oral examination before an examining
committee selected by AMI and the Director of Training.

During the examination, students are expected to present Montessori educational materials across all
four areas of the prepared environment. They are assessed based on their demonstrated competence
with the materials, as well as their ability to explain the connections between the materials and the
underlying theoretical principles.

3.11.7. Conferences

Conferences between the student and the Director of Training are scheduled during the course, including
again after the written examinations and before the oral examinations. In these meetings, the student’s
performance is reviewed and feedback is provided on completed work and overall progress in the course.

Students also have the opportunity to ask questions and seek support during these conferences.
Additional meetings may be arranged when necessary; however, responsibility for academic progress
remains with the student.

3.11.8. Internet Access

Internet access will be required from time to time during the course. Should the need arise, parts of the
course may be hosted online until such time that face-to-face presentations are able to proceed.

4. FINANCES

4.1. Course Fees
Registration Fee 500.- CHF.
Tuition 9°800.- CHF.

Total 10°300.- CHF.
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4.2. Payments

Registration fees are payable when applying for admission as a student. Registration fees are non-
refundable.

Tuition fees need to be settled at the following intervals:

Enrolment fee: submit with enrolment documents  CHF
Fees 1st instalment: due upon receipt of confirmation for the course = CHF
Fees 2nd instalment: Due before start of Module 5 CHF
Fees 3rd instalment: Due before start of Module 7 CHF
Examination fee: Due before start of Module 9  CHF
Total fees CHF

Course fees can also be paid in monthly instalments upon request.

Students receive a 5% discount on the above fees if they pay the total of all fees upon confirmation of the
course.

Failure to pay tuition fees by the required deadline will result in students being unable to continue
attending modules until their account has been fully updated.

Students whose accounts have not been paid in full at least one month before their first examination date
will not be permitted to participate in the written and oral examinations.

4.3. Banking Details

Montessori Biloba Schule, 5012 Schonenwerd
Raiffeisen Bank am Eppenberg / Swift Code RAIFCH22XXX
CH18 8080 8006 50519817 7

4.4. Late Payment of Fees

Students who experience difficulties in meeting payment deadlines are required to contact the Academy
by email at least 10 days before the payment due date. The email should include an explanation of the
situation together with a proposed payment arrangement for the outstanding fees.

Emails to be sent to: kurs@montessori-biloba.ch
4.5. Cancellation and Refund Policy
All requests for fee refunds or for cancellation of enrolment must be addressed in written form.

4.5.1. Cancellations

Please send an email to: kurs@montessori-biloba.ch to submit a cancellation of enrolment.

4.5.2. Refunds

Registration fees are non-refundable.

500.00
4’800.00
2'100.00
2'100.00

800.00

10'300.00
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Course fees are calculated to cover the costs incurred in running the entire course. For this reason, early
cancellation or withdrawal during the course is not permitted under any circumstances.

Should a student nevertheless withdraw after the course has definitively commenced, this will result in a
financial loss to the Academy Biloba amounting to the outstanding course fees. The student therefore
undertakes to cover the following costs in addition to the course fees already due in accordance with
point 4.2

At the time of withdrawal before start of the 1st module: CHF 1'400.00
At the time of withdrawal before the start of the 2nd module: CHF 1'800.00
At the time of withdrawal before 6th module: CHF 2'400.00
At the time of withdrawal before the examination: CHF 600.00

If a participant is unable to continue attending the course due to force majeure, illness or other serious
circumstances beyond their control, the Academy Biloba will endeavour to find an appropriate solution.
Depending on the situation, this may involve a partial refund or a mutually agreed arrangement in the
interests of both parties.

5. ACADEMY POLICIES

5.1. Academic Integrity Policy

Any of the following is an act of academic dishonesty, which may result in dismissal from the course.

e Plagiarism
Defined as, "the use of intellectual material produced by another person without acknowledging its source.”

¢ Cheating
Defined as, “fraud. deceit, or dishonesty in an academic assignment. including the use of or attempted use of materials, or assisting others
in using materials that are prohibited or inappropriate in the context of the academic assignment in question.”

« Falsification or Alteration of Documents
This includes, but is not limited to, providing false information, copyright violation, misrepresentation of
credentials, and alteration of training centre documents.

5.2. Reproduction of Materials Policy

Each student follows an individual learning journey throughout the course, and all work, albums, and
materials prepared are intended solely for their personal use when working with children after
graduation. These materials must not be reproduced or shared in any form. Any unauthorized

reproduction or distribution of work may result in dismissal from the course.

5.3. Recording of Lectures and Supervised Practice Policy

Unless written permission has been granted by the Director of Training, the recording of lectures and
supervised practice sessions is prohibited. All lectures and presentations remain the intellectual property
of the presenter. Any unauthorized recording may result in dismissal from the course.

Students are welcome to take photos and social videos during lunch breaks, as well as before and after
class. We encourage you to enjoy the course experience and create memories to take home with you.
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5.4. Attendance Policy

Students must achieve a minimum of 90% attendance in order to be eligible to sit the written and oral
examinations. It is therefore essential that absences, whether due to medical reasons or family
emergencies, are kept to an absolute minimum. This strict attendance policy reflects the demanding and
intensive structure of the course, in which even a small number of absences may negatively affect a
student’s progress.

If you are unable to attend a class, you must notify the Student Group Leader and the Director of Training
as soon as possible.

Students are expected to arrange with the Director of Training to complete any coursework missed as a
result of approved absences. Where a student accumulates several absences, the Director of Training will
hold a meeting with the student, and the student may be placed on probation until their attendance
improves.

5.5. Electronic Devices and Internet Policy

The lecture and practice rooms are regarded as professional working environments. Therefore, unless
otherwise authorised in writing by the Director of Training, the use of electronic devices such as mobile
phones during class is prohibited. This policy is intended to reduce distractions for students, fellow
classmates, and the Trainer, while encouraging full engagement in all group activities.

Electronic devices may, however, be used in other areas of the Academy as well as during lunch breaks
and before or after scheduled classes.

5.6. Social Media Policy

We ask that you be mindful when posting on social media. Please refrain from making negative
comments about the Academy or other students.

5.7. Alcohol and Drugs Policy

Students are prohibited from arriving at the Academy under the influence of alcohol or other substances.
The consumption of alcohol, drugs, or any illegal substances in the Academy or surrounding premises is
also strictly forbidden.

5.8. Sexual Harassment and Discrimination Policy

Biloba Academy maintains a strict zero-tolerance approach to sexual harassment and discrimination. The
Academy is committed to providing a safe environment for all individuals and will thoroughly investigate
any allegations of sexual harassment or discrimination.

5.9. Dismissal of a Student

The Academy reserves the right to dismiss a student if they are found to have acted in a manner that
violates the student code of conduct, compromises the safety of others on the Academy, or is otherwise
disrespectful or not in keeping with the values of the Biloba community.

Dismissal may also result from a breach of one or more Academy policies. Where applicable, specific
policies will indicate whether an infraction may lead to dismissal.
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5.10. Complaints Procedure

e Step 1: Any complaint related to academic matters must first be discussed with the Director of
Training in an effort to resolve the issue.
Any complaint concerning administrative matters must initially be addressed with the Student &
Community Lead.
Any complaint relating to financial matters must first be discussed with the Finance Lead.

e  Step 2: If the issue cannot be resolved through discussion with the relevant person listed above,
students may escalate the matter to the Operations Lead of the Academy.

e Step 3: Should the matter remain unresolved after review by the Operations Lead, students may
then approach the responsible Board Member of the Academy.

e Complaints may be submitted via email to the Office Administrator at: kurs@montessori-
biloba.ch

6. ADDITIONAL INFORMATION

6.1. Statement of Confidentiality and Accessibility of Files

Evaluations of a student’s course and daily attendance records work are held by the Academy. The
student’s file is archived, once a student completes the course or is dismissed from the course.

All the following contains a student file, or the appropriate portion thereof:

Application form and all supporting documents.

Student records from the course.

Summary evaluations of albums, materials, observations, and practice teaching.

Summary sheets with scores from the written and oral examinations.

Copy of the Montessori Diploma.

All student files remain the sole possession of the Academy and the Director of Training and may
only be accessed to the extent required for a legitimate and lawful purpose. All student files are
held in the strictest of confidence.

Further, each student authorises the Academy and the Director of Training to provide AMI with a copy of
relevant student records where required by AMI.

6.2. Course Format Changes

The Academy reserves the right to modify the format of a course, including changing delivery from in-
person to online, where it determines that such changes are in the best interests of both the students and
the Academy. One possible reason for such adjustments may include lockdown measures resulting from
the COVID-19 pandemic. Students will be informed by email and/or through an instant messaging
platform. Students are responsible for ensuring that the Academy has their most up-to-date contact
information.

6.3. Unexpected Closures

In cases of emergency or unforeseen closure of the Academy, students will be notified by email and/or
through an instant messaging platform. Please ensure that the Academy always has your latest contact
details on record.

10
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6.4. Dress

Students are expected to maintain an appropriate standard of appearance and dress at all times. Clothing
should allow for ease of movement within the practice room environment. Garments displaying offensive
language or inappropriate images are not permitted. Students are also expected to dress appropriately
when attending an observation school.

6.5. Food and Drinks

Students are responsible for their own food and drinks. The Academy will be equipped with a microwave,
fridge, and kettle for students to use. In addition to this there are dishwashing facilities in the building for
students to use. Food and drinks may not be taken into the practice room.

6.6. Personal Belongings

There are no locker facilities available. The Academy is not responsible for any loss of, or damage to,
personal belongings.

6.7. Smoking

Smoking is restricted to specific areas outside. Smoking inside is prohibited and may lead to dismissal of
the course.

6.8. Visitors

Speak to an Academy team member before inviting a visitor. All visitors should check in with an Academy
team member upon arrival.
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