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THE OPEN SCHOOL MISSION

The Open School mission is to further every child’s desire and capacity to acquire knowledge through inquiry and discovery.

THE OPEN SCHOOL HISTORY AND STRUCTURE
The Open School, a Wyoming 501(c)(3) non-profit corporation, was founded in 1971 by parents and concerned residents of Laramie who felt the need for an alternative to the public schooling then available in the early grades.

The Open School is a private, non-religious educational institution, currently licensed by the Wyoming Department of Family Services to provide educational instruction to students in Preschool

The Open School is licensed by the Wyoming Department of Family Services (DFS) to provide daycare for children.  The Open School is licensed to provide care on a 1:10 staff: child ratio for children 3-year’s old, and a 1:12 staff: child ratio for 4/5-year-olds.
The Open School is staffed by experienced, qualified teachers.  A volunteer Parent-Board of Directors sets all school policies, assists in making employment decisions, and manages the financial matters of the School.  The Open School Board members and parents involve themselves to varying degrees in school operations, fund-raising, etc.

THE OPEN SCHOOL PHILOSOPHY
Flexibility, self-confidence, and a continued desire for learning are the primary goals of The Open School program.  Students are offered choices but must take responsibility for their own decisions.  Teachers function to guide the students’ activities through individualized learning that meets each child's needs.  Activities are geared to interest and excite the child and to involve him or her in the learning process.

The Open School is committed to remaining open to new ideas from students, parents, and teachers.  Parents are encouraged to participate in the school's program whenever, and in whatever manner possible.  Though The Open School methods may differ from those of other schools, the core curriculum is similar.  We ensure that we incorporate the common core of skills and the common core of knowledge taught in the public schools and in accordance with the Wyoming Early Childhood Readiness Standards, including Wyoming Early Learning Foundations and Guidelines and the Wyoming Department of Education requirements.

THE OPEN SCHOOL CURRICULUM

The Open School Parent-Board of Directors has selected “Creative Curriculum” also known as Teaching Strategies, for providing educational instruction to its students. 
Creative Curriculum uses a developmentally appropriate practice, which means teaching in ways that match the way children develop and learn.  Creative Curriculum helps teachers organize their classrooms into interest areas and instructs them how to effectively use them.  Creative Curriculum has five key components: (1) how children develop and learn; (2) the learning environment; (3) what children learn; (4) the teacher’s role’ and (5) the family’s role.

There are also eleven interest areas that provide an ideal setting for children who want to explore, make things, experiment, and pursue their own interests.  These eleven areas are: (1) blocks; (2) dramatic play; (3) toys and games; (4) art; (5) library; (6) discovery; (7) sand and water; (8) music and movement; (9) cooking; (10) computers; and (11) outdoors.  Separate interest areas with varied materials offer children a clear range of choices. 
The Open School curriculum aligns with the Wyoming Early Learning Standards. A copy of the standards can be found: https://wyqualitycounts.org/free-resources/early-learning-foundations/
THE OPEN SCHOOL STAFF
The Open School teachers work together to design, coordinate, and implement a program that promotes independent play and exploration.  The program develops students’ self-esteem while addressing the needs of each individual child.  The teachers provide a well-rounded program, working together to allow the students to experience language arts, social studies, science, and mathematics.  The staff strives to achieve continuous progress in all areas of child development.  Students explore academics through appropriate activities such as music, Spanish, cooking, arts and crafts, physical activities, and field trips.  Teachers communicate with parents regularly and encourage parental involvement whenever possible.

Each cooperative group of teachers includes a lead teacher and full-time and/or part-time teacher-aide as the schedule and enrollment demand.  All lead teachers will have a minimum of a bachelor’s degree, with an emphasis in Early Childhood. Ultimately, however, a teacher’s fit with The Open School philosophy and values is most important to accomplishing the mission and meeting the needs of The Open School Students.  All teachers and staff also satisfy DFS licensing requirements for certified childcare centers, including required education, training, experience, background check, positive references, CPR/First Aid certifications, etc.
ENROLLMENT REQUIREMENTS
Current enrollment is limited to the following:
We have 3 classrooms. Class placement will be made based on age, previous childcare/preschool experience and discretion of the classroom teacher and Director.

Preschool Requirements:  To enroll in The Open School’s Preschool program, a child must
1. Be at least three (3) years of age upon entry (and provide a birth certificate as proof of age);
2. Be toilet trained; (independent in all areas, which includes wiping, pulling clothing up and down, telling staff when they need to use the bathroom)
3. Satisfy a teacher evaluation of the child; if requested by the teacher
4. No longer require daily naps (for those enrolled full-time) (we do observe a quiet time, but no formal nap period); and
5. Meet State of Wyoming requirements for immunizations.
Pre-Kindergarten Requirements: To enroll in The Open School’s Pre-Kindergarten (PreK) and Transitional-Kindergarten (TK) classes, a child must:
1. Satisfy all requirements for the Preschool program (see above);

2. Be at least four (4) years  of age by September 15th of the current year for PreK; or 5 years old by December 31 of the current year for TK  (and provide a birth certificate as proof of age);
3. Be ready for more structure and gaining independence;
4. Be ready for more structure and challenges; and
5. Satisfy a teacher evaluation of the child if necessary.
** Please be advised that in some instances, students may move from one class to another at the semester break, if it has been determined by the parents and teachers that this move is in the child’s best interests.

The Open School does not care for infants or toddlers.  Our classes are limited to preschool (beginning at age 3 & potty trained) and PreK/TK classes.  

ENROLLMENT PRIORITY POLICY
First enrollment priority will be given to students already enrolled in The Open School.  Second priority will be given to siblings of current Open School students.  Third priority will be given to the children of The Open School staff.  Staff may enroll their children at The Open School, provided their children meet the same requirements that all other children are required to meet.  (Due to the small nature of the school, some staff’s children may be enrolled in their parent’s class.)  Thereafter, children on the Wait List will fill openings on a first-come, first-served basis, according to the availability of sessions requested.
Wait list enrollment forms must be updated annually.  Parents wishing to reserve an opening for their child should fill out The Open School application paperwork and pay the $60.00 non-refundable enrollment fee for each year ($30.00 for Summer School for new enrollees).
DAILY SCHOOL SCHEDULE
The Open School accepts students between the hours of 7:20 a.m. and 5:30 p.m. during Monday through Friday during the school year and 7:30 a.m. and 5:30 p.m. during the summer.  Students must be picked up by 5:30 p.m.  The school schedule is broken into five sessions:
Session 1:
7:20 a.m. to 8:30 a.m. 
(Before School)

Session II:
8:30 a.m. to 11:30 a.m. 
(Morning Session)

Session III:
11:30 a.m. to 12:30 p.m. 
(Lunch)

Session IV:
12:30 p.m. to 3:00 p.m. 
(Afternoon Enrichment Session)

Session V:
3:00 p.m. to 5:30 p.m. 
(After School)
Session VI:
8:30 a.m. to 11:30 a.m. 
(4 mornings, Mon-Thur, minimum TK)

ENROLLMENT OPTIONS

Students are provided a variety of full-time and/or part-time enrollment options.

Full-time Enrollment:  Full-time students are enrolled five (5) days/week.  Full-time students may enroll:

(1) full-time without before or after school care (8:30 a.m. to 3:00 p.m.);

(2) full-time with morning before school care (7:20 a.m. to 3:00 p.m.);

(3) full-time with afternoon after school care (8:30 a.m. to 5:30 p.m.); or

(4) full-time with morning and afternoon school care (7:20 a.m. to 5:30 p.m.).
Part-time Enrollment: 
Preschoolers & PreKindergarten:  Students enrolled in the Preschool or Pre-Kindergarten program who wish to enroll part-time have the following options available, with the minimum package being 3 half day sessions:
i. All 5 days per week of the academic morning Session II (8:30 a.m.–11:30 a.m.) with any combination of morning or afternoon care and/or afternoon enrichment sessions, if available.

ii. The academic morning Session II (8:30 a.m.–11:30 a.m.) 3 days a week with any combination of morning or afternoon care and/or afternoon enrichment session, if available.  
iii. All 5 days per week of afternoon enrichment Session IV (12:30 p.m.-3:00 p.m.) with any combination of after school care (3:00 p.m.–5:30 p.m.) but no morning sessions or morning care.

iv. The afternoon enrichment Session IV (12:30 p.m.-3:00 p.m.) 3 days per week with any combination of after school care (3:00 p.m.–5:30 p.m.) and any other sessions, if available.
v. Four morning or afternoon sessions, with any combination of before or after school care, if available.
Transitional-Kindergarten: Students enrolled in the Transitional-Kindergarten program who wish to enroll part-time have the following options available, with the minimum package being 4 half day Monday-Thursday sessions:

i. Session VI. Monday-Thursday 8:30-11:30, 4 morning package. 
ii. All 4 mornings of the  Session VI (Mon-Thur) package with any combination of before school care and/or afternoon sessions, if available.
Removal:  The Open School reserves the right to remove from enrollment any student if it is determined that the program cannot meet the needs of the child.  Student and/or parent/guardian behavior may be an appropriate reason for removal.  Please see our Discipline Policy for further information.  
SPECIAL EVENTS
The Open School hosts a variety of field trips and special events throughout the year.  Students and parents are welcome to attend these field trips and school events even if they occur on a day/time when the student normally would not attend The Open School.  In those cases, the parent should notify the School, in advance, of the student’s planned attendance.  Parents will not be charged tuition for the student’s attendance of these special events/field trips in accordance with The Open School Tuition Policy if they attend with their child.  Accordingly, parents should be sure to check their child in/out on ProCare as described in this Handbook.
PROCARE SOFTWARE

The Open School uses ProCare, a software program developed specifically for childcare facilities.  ProCare is used to “clock in” and “clock out” students at the School.  This software is utilized for billing/tuition purposes, to monitor student attendance for safety and wellbeing, and to communicate with parents.   The ProCare app will need to be downloaded by parents and utilized to check students in and out each day.  The invite for the app will be sent upon enrollment.
The Open School Director has the right to bill families for children who are not checked in on ProCare, but who attend school that day, for a full day (7:20 a.m. to 5:30 p.m.).  Children who are checked in but not checked out on ProCare may be charged for the remainder of the day (until 5:30 p.m.).
When a parent remains with his/her child at The Open School (for example, at special events and field trips or if the parent joins the student for lunch), the parent should clock “out” the student in ProCare to avoid paying tuition for the time when the parent is present.  During these times, the parent, not The Open School, is responsible for the safety and welfare of the student.  When the parent leaves and the student remains, he/she should clock the student back “in” on ProCare.
In the case of the app not functioning, or if a parent does not have their phone, the parent will need to check in/out directly with the Director or teacher.  The teachers have tablets to utilize to aide in checking students in/out.

If there are errors in a student’s ProCare attendance record, the parents/guardians must inform the Director of the correct check-in and check-out times for the day(s) and time(s) in question within 48 hours after becoming aware of the error.  Failure to inform the Director within this period of time will result in that child being charged for the entirety of the unaccounted-for time(s).

CHECK IN/OUT POLICY

Because the safety and welfare of all students is of utmost concern, The Open School requires parents to follow the following procedures when dropping off and/or picking up students:

Escorting Children and Signing In and Out:  An adult/parent must always: 

(1)
Escort each student into and out of School facilities; and
(2)
Drop-off and pick-up child by checking in with staff so staff can check the student “in” on the Attendance Sheet upon entering the School and check the student “out” on the Attendance Sheet upon leaving the School; and
(3)
Clock the student “in” using ProCare (on the app) upon entering the School and clock the child “out” using ProCare (on the app) upon leaving the School for any reason.  If ProCare is not functioning properly, parents forget to use the app, or someone is picking  up the child without the app feature, parents must inform the Director and/or Teacher and the Director or Teacher will complete the check-in and check-out process;

(4)
Notify the teacher on duty (of their child’s presence or absence) to prevent confusion regarding the whereabouts of any student.
The Attendance Sheet is a hard-copy, paper spreadsheet listing each student by name.  This Sheet is used to account for the presence or absence of students throughout the day and to ensure that all students are accounted for.  In addition, the Sheet is easily accessible to teachers and staff in case of emergency when ProCare might not be available.  Accordingly, each parent must ensure that his/her child is marked “in” or “out” on the daily Attendance Sheet by checking their child in directly with the staff member with the Attendance Sheet. The Sheet is located with playground staff in the morning and afternoon outdoor time and with teachers throughout the day.
Release of Child to Non-Parent:  Before someone other than a parent will be permitted to pick a child up from School, a parent must sign a "Child Release to Non-Parent" form.  These forms are provided in The Open School Forms Packet and are also located in the front office.  Non-parents must bring a photo ID for the staff to verify when picking up a student.  Parents are responsible for educating and informing any non-parents picking up a student about The Open School’s Policies and Procedures.  Non-parents will need to check the child out directly with the Teacher or Director to clock the child in/out with ProCare.
PARENTAL RIGHTS

Parents have unrestricted and immediate access to their child and any area of the School used by the students any time their child is in attendance except when the school is under lockdown (please refer to Emergency Operating Plan).  Parents shall be informed of any known/treated injuries that occur to their child while at School.  Parents also have a right to review various DFS-required reports regarding the School.  Please contact the Director for additional information regarding your rights as a parent.
PARENTAL RESPONSIBILITIES

Volunteer: All parents should volunteer to participate in at least one activity during the school year.  This activity may take place in the classroom or may be a fundraising activity or other Board or community activity.  Some of the activities for which parental involvement is encouraged and needed are: (1) Class parties – holiday parties; (2) class volunteering  (3) maintenance days;  (4) help with ongoing general repair and maintenance of the facilities; (5) special events;  and (6) field trips.
Back-to-School Open House:  
The Open School Back-to-School Open House is an informal gathering that allows students to meet their teachers a few days before school begins and enables parents to complete necessary paperwork needed for their child to enroll in School.  Students also can bring their school supplies to put them in their cubbies and classrooms during this time.  Parents and children should attend this meeting to get the school year started off on the right foot.
Parent Orientation:  
At least one (1) parent from each family is required to attend the annual Parent Orientation, which is a time to review The Open School Parent Handbook, ask questions, and learn more about each student’s teacher and upcoming curriculum.  Currently this orientation is held via ZOOM.
Fundraising:
All parents are responsible for participating in fundraisers throughout the year.  As

a non-profit school, fundraising is an integral part of The Open School.  Fundraisers allow us to raise funds for extra curriculum items, repairs and maintenance, field trips, and upgrading equipment.  This enhances the learning experience of all children at The Open School.  Parents can elect to sit on a fundraising committee by contacting the Director or a Board member. A buy-out option will be available for each fundraiser throughout the year if a parent chooses to buy-out instead of selling items.  Parents that have a lead on potential fundraisers or donations are encouraged to help with fundraising ideas. Monetary donations are always accepted and can be made by giving a check to the Director, or through our PayPal account on our website.  All donations are tax deductible, and a receipt can be obtained through the Director.  The support of families and staff in all fundraisers is important for The Open School to continue to provide a high-quality early childhood experience and education.
Annual Board Meeting:  
The Annual Board Meeting is on a date to be determined by the current Board of Directors. Parents are encouraged to attend.  New Board members may be appointed and offices with vacant positions filled at that meeting or at any time throughout the year as needed.  Board terms are one (1) year, from May 31st (or whenever appointed) to May 31st of each year.
Monthly Board Meetings:  The Open School Parent-Board of Directors meets monthly.  (See school calendar for specific dates and/or exceptions.)  Parents are encouraged to attend Board meetings.  The School will provide childcare during regularly scheduled meetings to promote parental involvement and is committed to continuing this practice if needed.  Please let the Director know as soon as possible if childcare is needed.

Parent Handbook:  Parents are responsible for reviewing The Open School Parent Handbook carefully in order to be familiar with School policies and procedures.  Please speak with the Director regarding any questions regarding current policies or procedures.
Suggestions and edits to the Parent Handbook are welcomed.  The Director and a designated Board member will review submitted suggestions/edits.  Policy changes require Board approval.  If the suggestion is a change in wording or organization of the Handbook but does not alter a current policy, the Director and a designated Board member may approve it.  The School reserves the right to disregard and/or alter any suggestion or edit submitted by any member of the School. 

Required Forms:  Parents will be provided with various forms to complete for each child they intend to enroll in The Open School.  Parents are responsible for familiarizing themselves with the forms required for each student to enroll at The Open School.  Parents must complete all necessary forms prior to their child’s first day of school.  Parents should review these forms throughout the year and notify the School of any changes to the information contained on them.  Parents also are responsible for providing the School with a current copy of their child’s immunization records as well as a copy of their child’s birth certificate.

Attendance Policy:  Attendance at school is important.  Please plan for your child to arrive at school for the beginning of the session.  Students who are consistently tardy spend the rest of the day trying to catch up, which affects the overall educational process.  If your child is going to be absent, please contact the school to advise of the absence.
COMMUNICATION

Parent-Teacher Conferences:  Scheduled conferences are held at least twice during the school year.  (See school calendar for specific dates.)  Additional conferences can be scheduled at the teacher or parent’s request.

School Calendar:  Each family will receive a school calendar at the beginning of the academic year.  The calendar includes the dates of school holidays, parent-teacher conferences, and other important dates.

Newsletters:  Teachers publish newsletters weekly.  The Director publishes a monthly newsletter. They are designed to inform parents about upcoming events and curriculum.   Please read them and keep them on hand.

In-house Notices:  The Open School teachers frequently send home notices with the students.  In addition, these notices are posted on the bulletin boards in each classroom and/or the front office.  Notes and messages also may be left on ProCare.  Please take a moment each day to review any messages on ProCare and in the classrooms and front office.

Website:  The Open School has a website with news, information, and documents available for review.  The Open School will make every effort to keep the website current, and parents should feel free to notify the school of any outdated information on the website.  In addition, if parents feel that additional information would be useful on the website, please notify the Director of the request.  School alerts, closures, fundraisers, lesson plans, etc. can all be found on the website.  The website address is: www.laramieopenschool.org
Facebook:  Regular Facebook updates will be monitored and shared to the Facebook Community as well as Open School Parents.   https://www.facebook.com/laramieopenschool/
ProCare App:  the ProCare app allows teachers/parents to message, send photos, videos, and report incidents/injuries.  This app will be utilized as a communication tool by all teachers.
MEALS AND SNACKS
Lunch Time:  Lunchtime is from 11:30 a.m.-12:30 p.m. and includes a short recess period.  Students are responsible for bringing their own lunch to school and the School is not responsible for providing meals to students.  Children staying for lunch can store their lunchboxes in the refrigerators in each classroom. Because students and staff go to recess at the same time, it is imperative that parents who are bringing lunch or having lunch delivered to their student bring the lunch no later than 11:30 a.m.  For safety reasons, a staff person cannot remain inside the school for one child to finish lunch since this would leave the playground area under-staffed.  The School has microwaves for lunch items that need to be warmed.  The School also has refrigerators available for storing cold items.  Parents are welcome to spend lunchtime with their children at the school.
Water Bottles:  Please provide a water bottle for your child’s cubby for easy access by your child.  It is the parent’s responsibility to label the bottle, clean the water bottle often, and make sure it has fresh water. 

Morning Snack Time:  Each teacher will arrange a snack time during Session II hours (8:30 a.m.–11:30 a.m.).  The Open School is not equipped to provide snacks for students, parents are asked to provide morning snack for their child.  You can send a daily snack, placing it in a container/bag separate from lunch (if staying for lunch) and marked “morning snack”, or you can send a supply of snacks for multiple days that are stored above the child’s cubby or in the classroom refrigerator.  Teachers will notify parents when snacks are running low and need replenished.  Snacks should be healthy and relatively easy to eat (mess-free).  The purpose of the morning snack is to provide the children with additional nutrition and energy for learning. Please consult with the Teachers and/or the Director regarding any food allergies or considerations. 
Afternoon Snack Time:  If your child will participate in after school care, please provide extra lunch items or healthy snacks in your child’s lunchbox for your child to enjoy during the designated afternoon snack period (usually around 3:30 p.m.).  You can mark these items “afternoon snack” so that the staff knows the item(s) are to be saved for snack separate from lunch.  
Allergies:  The Open School from time to time has food restrictions in place based on the children enrolled.  Please consult with the Director regarding restrictions on certain foods.  Also, if your child has any allergies that need to be considered, please alert the Director as soon as possible, and complete the required allergy action plan and provide the required medications.
ALLERGY AND HEALTH NEEDS POLICY
The Open School remains committed to the concept that education and enrollment in The Open School should not be limited based on health/safety needs. For the school to provide proper educational services to each and every student in a safe, reasonable, and economically feasible manner, it is the policy of The Open School to make reasonable efforts to accommodate the allergy and health needs of its students on a case-by-case and year-by-year basis.  This means that the presence of certain allergens, including but not limited to nuts/tree nuts, dairy, eggs. wheat/gluten, soy, fish, etc., may be limited or banned on school grounds or in certain classrooms during certain periods of time.  The Open School will advise parents and students of the specific details of any allergy policy on an annual or semester basis as the needs of the school dictate.  In order to facilitate the health and safety of all involved, it is expected that all parents, students, and staff will comply with the allergy policy in place at any given time.  If your student/family is aware of any specific allergy or health needs, please contact the Director immediately to address any concerns and discuss what accommodation may be necessary.  Repeated non-compliance of allergy policies may result in action by the schools governing board.
MEDICAL AND ILLNESS POLICY
Pandemics – COVID-19

An addendum to this Parent Handbook will be provided to cover any pandemic policies and procedures, including COVID-19, if/when necessary. This will supersede this Handbook during times of public health orders and pandemic.  Please refer to this Plan for any pandemic or COVID policies if it is active.
Immunizations: State law requires The Open School to keep immunization records for each enrolled student on file.  Please have your child’s physician complete an immunization form (available at the physician’s office) and return it to The Open School no later than the first day of school.  Free immunizations are available through the Public Health Clinic.
Food Allergies:  The Open School makes accommodations for children with food allergies.  These accommodations are determined as children are enrolled in the school.
Medication Administration: Pursuant DFS Rules, medications can be dispensed only when staff who administer medication have received training on administration of medication approved by DFS.  See Department of Family Services Rules Relating Specifically to Child Care Centers, Chapter 8, Section 5.  Further, parents are required to complete a "Medication Administration Consent Form" if their child will require administration of medication while at The Open School.  Teachers will keep a record of all medication given to students.  All medication must be stored in a sealed container or enclosed space that is inaccessible to students.  If refrigeration is required, the medication must be separated from food in a sealed plastic container.  If your child requires medications to manage fever, they should not return to school until they are fever free without medication for at least 24 hours.  Teachers and Staff are not responsible for medications that are not administered.  This service is provided as a courtesy only.  Teachers and Staff reserve the right to refuse to administer medication.  Please schedule medication times outside of school hours whenever possible.
CPR/First Aid Training:  In accordance with DFS licensing requirements, at least one person certified in child CPR and first aid shall be in attendance at all times and in all places that the students are.  See Department of Family Services Rules Relating Specifically to Child Care Centers, Chapter 8, Section 1.  All Open School staff are current in CPR/First Aid certification.
Medical Insurance:  Each student in attendance must be covered by medical insurance that is adequate to cover expenses resulting from any accident, injury, or illness.  If this is not the case, please contact the Director for various insurance options offered through the State. 
Illness Policy: First and foremost, parents are responsible for ensuring that their child does not attend school when that child cannot participate in the regular program due to discomfort, injury, or other symptoms of illness.  A student may be sent home by the School and/or the Director when: (1) the student does not feel well enough to participate comfortably in all program activities and/or (2) the staff cannot adequately care for the sick student without compromising the care of other students.  A doctor’s note may be required to return to school or provide guidance for an illness, allergy, or injury.  The return to school policy and symptom checker must still be followed, even if a doctor’s note states that a child can return to care.
Teachers will call parents immediately and send a student home if they observe symptoms of illness during the school day.  In addition to parents' names and telephone numbers, each student’s file must contain the name and telephone number of an emergency contact who can transport the student from school in the event of an illness.  Please be sure to include this individual on the “Child Release to Non-Parent Form.”
If a student becomes seriously or suspiciously ill with a communicable disease during school hours, the student shall be supervised and separated from other students until the student can be picked up by a parent or other adult and/or examined or treated by a physician.

Please notify the school immediately if your child has been exposed to a contagious disease described herein or if he/she will not be attending due to any illness.  
If the child requires antibiotics for treatment of any illness, please keep the child out of school until the child has been on the antibiotic for a minimum of 24 hours.
If your child has a contagious disease/illness, please refer to the following information concerning when he/she can return to school:

	Illness
	Child Can Return To School When:

	
	

	Fever (temperature above 100)
	When fever has been absent for 24 hours without medication. 

	Untreated Head Lice
	When no nits or live lice are present.

	Ringworm
	After antifungal treatment has begun.

	Scabies
	After treatment is completed (24 hours)

	Strep Throat
	24 hours after starting antibiotics and child feels well.

	Vomiting- 2 or more times within 24 hours
	When there has been no vomiting for 24 hour and child feels well.

	Diarrhea
	When the child has had normal stools for 24 hours and child feels well.

	Skin rashes lasting more than a day
	When the rash is treated and as recommended by your physician.

	Conjunctivitis (Pink Eye)
	24 hours after first treatment.


The following reportable communicable diseases always require the permission of your child’s doctor to return to school.  We will require a written permission form stating that your child is past the contagious stage of the following diseases:
	Illness

	Hepatitis A

	Measles

	Mumps

	Rubella

	Pertussis (Whooping Cough)

	Influenza

	Chicken Pox

	Diphtheria

	COVID-19


Per DFS:  Students exhibiting any of the following symptoms must get medical attention from their physician before returning to school:

1. Diarrhea, when it is:

a. Due to disease spread by fecal contamination as determined by a physician;

b. Accompanied by evidence of dehydration or fluid loss, identified by sunken eyes or poor skin elasticity;

c. Accompanied by a history of poor fluid intake or unusual drowsiness, or

d. Continued beyond four (4) days unless a physician provides written documentation it is safe to readmit the child for care.

2. Severe pain or discomfort;

3. Two (2) or more episodes of acute vomiting within a period of twenty-four (24) hours;

4. Difficult or rapid breathing;

5. Yellowish eyes or skin;

6. Sore throat with a fever over 101 degrees F or severe coughing;

7. Head lice; until after first treatment;
8. Scabies; until treatment is completed;
9. Children suspected of being in contagious stages of hepatitis A, chicken pox, pertussis,  measles, mumps, rubella, or diphtheria;

10. Skin infection or rash, excluding diaper rash, unless under the care of a licensed physician, and the licensed healthcare provider has approved in writing their return to childcare;

11. Purulent conjunctivitis;

12. Swollen joints or visibly enlarged lymph nodes; unless under the care of a licensed physician, and the licensed healthcare provider has approved in writing their return to childcare;

13. Elevated oral temperature of 100.0 F or over;

14. Blood in urine; unless under the care of a licensed physician, and the licensed healthcare provider has approved in writing their return to childcare;

15. Mouth sores associated with drooling, unless under the care of a licensed physician, and the licensed healthcare provider has approved in writing their return to childcare;

16. Other conditions may be determined by the health consultant or provider on an individual basis.
Illness Notification: The Open School will notify parents when a contagious illness that meets one or more of the criteria set forth above (and required a student to be absent from school) has infected one or more of the students at the School.  Parents should consult a physician regarding any concerns about a suspected contagious illness.

When any reportable communicable diseases (as described herein) occurs and teachers, staff, or students have been exposed, the School shall immediately advise all staff and parents to allow them to observe for symptoms.  The specific identify of the person(s) infected shall not be revealed except to authorized health authorities if required by law.
Staff will follow the same illness policies as above and will report to the director if they are ill before reporting to the school for work.  Staff that become sick during the school day will be excused for the day and follow the policies above to determine return to work dates.

DISCIPLINE POLICY

The Open School focuses on positive guidance, such as redirection, natural and logical consequences, modeling of positive behavior, and other nonviolent, non-abusive methods of discipline.  The Open School relies on “Conscious Discipline” as a means of student discipline and redirection.  Conscious Discipline leads teachers, providers, schools, and programs through a process that promotes permanent behavior changes in both teachers and children.  It is based on the principle that the "school family" is the core of the program and this family is held together through communication skills.  The students and teachers work together to create a safe, cooperative, and respectful environment built on these three major premises: (1)  Controlling and changing ourselves is possible and has profound impact on others; (2)  Connectedness governs behavior; and (3) Conflict is an opportunity to teach.  In embracing these principles, the school promotes an environment where students can learn to resolve conflict and build better relationships through daily conflict moments in the classroom and active learning lessons.  The result is creating problem solvers within the students.  In addition, the school utilizes Teaching Strategies and “Al’s Pals” as a social emotional curriculum with students.  Al’s Pals utilizes puppets, songs, and stories to deliver social emotional lessons for students.  Al’s Pals handouts will be sent home to parents throughout the year.
When upset or dealing with overwhelming emotions, students are taught to follow the “STAR” Program: Smile; Take a Deep Breath And Relax.

Further, if a child is exhibiting behavioral/disciplinary problems:

1. The problem will be discussed with the child to select an alternative behavior option.  Should the behavior continue…
2. The problem will be discussed with parents/guardians and staff with face-to-face communication.  The goal is to develop a constructive plan to address the behavior.  A daily journal may be appropriate at this time.  Staff will follow-up with written documentation in the child’s file.  Should the behavior continue…
3. The problem will be addressed in a formal meeting with parents/guardians and other staff members.  At the meeting, a written action plan will be developed with the required approval of the staff members.  This plan of action should ask for an appropriate level of involvement from the parents/guardians.  Local resources such as developmental screenings and counseling options will be shared with parents during this meeting.  Should the behavior continue… 
4. The Open School Director and President of the Board maintain the right to remove a child from the school enrollment at this point.
-Or-

5. The Board of Directors will be contacted and will meet with the staff member(s) and parents/guardians to discuss options and address the problem.  The Board will seek to discover why previous steps were unsuccessful.  The Board will review the situation and make its recommendations for resolution.  The child may be suspended, or the parents may be asked to withdraw their child from the program.

For discipline concerns, all communication with parents/guardians and staff members will be documented in writing and kept in the child’s file.
If a child is exhibiting disruptive behavior to the point that is disturbing the students or creating a dangerous situation (including threats of a dangerous situation), the parents/guardians will be called to the school to remove the child immediately.  


Any threatening words, actions, or inappropriate behaviors by parents/guardians will be cause for termination of childcare services immediately.  Staff and parents/guardians should use the proper channels for conflict resolution, with the Board of Directors involvement, as necessary.
The Open School encourages parents to adhere to and implement The Open School discipline policies and strategies while on school grounds and/or while attending school-sponsored events and trips.

EMERGENCY OPERATING PLAN

For the safety and welfare of the students, The Open School has implemented the following policies and procedures in case of various emergencies:

Fire Drills:  Per DFS regulations, fire drills are performed at least once a month.  Students are prepared in advance for the first drill of the year.  The teachers discuss why the School has fire drills; that the School has never had a fire; and how loud the alarm is.  Before the fire alarm is activated, the students learn which door is closest to them and are told that they can go out any door, though they must walk, not run, so they do not fall.  Both gates can be used.  The meeting place is on the sidewalk, lined up against the cement wall.  When the alarm is sounded, teachers help the students file out of the building, reminding them to be quiet and to walk.  One teacher retrieves the emergency binder (typically kept in the teacher’s backpack), and the daily Attendance Sheet so that all students can be accounted for.  Staff also will be counted.  On the way out, staff will shut doors between rooms, if possible once all students have left the room.  Another teacher will count how long the procedure takes.  All students are counted several times during the drill to make sure that all are present.  In the case of an actual fire, staff will call 911 from a neighbor’s house or a cell phone.
Tornado:  In the event of a tornado-warning siren, The Open School staff and students immediately take cover in the safest part of the buildings.  Staff will follow similar procedure to a fire drill, having the students walk as quietly as possible, gathering the roll book, the emergency clipboard, and the Attendance Sheet.  A radio or cell phone will be used for additional information and updates.  All students will assemble in the interior area of the main building.  The students will sit or lie down and cover their heads until the danger has passed.  
Snow Days:  The Open School follows the Albany County School District’s procedure in declaring snow days.  Staff will sign-up for the School District alert system to be informed of closures or delays.  If a staff member lives close to school and can safely put a sign on the door, that will be done as well.  The Director will also post notice on the school’s website School Alerts tab.  
If school closes early due to heavy snow or other inclement weather, Staff will contact parents using the emergency numbers provided.  In these circumstances, verbal permission will be accepted to send a child home with a friend if the School does not have a signed “Release to Non-Parent” and the parent is unable to pick up the child. 
Gas Leaks, Or Any Other Reason To Evacuate The Building:  Gas leaks and other emergencies are treated like fire emergencies.  The building is evacuated using the same procedures and the Gas Company and/or 911 called.
Emergency Evacuation Plan:  If the building and property must be completely evacuated, the students will be taken to the Whiting High School at 801 S. 24th Street, Laramie (telephone: 721-5269).  In this type of an emergency, a sign will be posted on The Open School gate and the students will go to Whiting High School via 24th Street.  Once all students are safe and accounted for, the parents will be notified by phone to pick up students at Whiting High School.  When parents arrive to pick up their children, they must ring the bell at Whiting High School, as all entrances will be locked.  Each parent will be asked to identify himself/herself and to provide a photo identification.  Once each parent has been identified, then the standard pick-up procedures will apply.  If the school is blocked off and parents are unable to get near the property, please assume the students and staff are at Whiting High School.
Lock Down Procedure:  If the police or sheriff’s department puts the school on Lock Down, The Open School staff is required to follow the instructions given by law enforcement.  If the school is on Lock Down, no one can enter or leave the building, including parents and staff.  Once the school has been given clearance from law enforcement that the situation is under control, a sign will be posted, and parents will be informed.
If The Building Is Unusable:  If the building is unusable for an extended period of time, alternatives must be found to continue the students’ schooling.  Public buildings such as the Civic Center or Rec Center may be utilized.  We may not be able to accommodate all students in the same facility, so different age groups will be separated.  In such an event, a special Board meeting will be held, and parental approval will be required before teaching students in the alternative facility.

Active Shooter Response and Procedures:  An active shooter is a person who appears to be actively engaged in killing or attempting to kill people in a populated area.  If The Open School finds itself involved in an active shooter situation, Staff will follow these procedures:
If an active shooter is outside the building:  Proceed to a room that can be locked.  Close and lock all windows and doors and turn off all lights.  If possible, get all students and staff down on the floor and ensure that no one is visible from outside the room.  Call 911.  Remain in place until advised by law enforcement that it is safe.

If an active shooter is in the building:  Lock the room and follow the same procedures described above.  If the room cannot be locked, move to a nearby location that can be reached safely and secured, or exit the building if it can be done safely.

If an active shooter enters the classroom:  Dial 911, if possible.  Look for opportunities for safe escape or safe places to hide.  If there is no opportunity for escape or hiding, it might be possible to negotiate with the shooter.  Attempting to overpower the shooter with force should be considered a last resort.

Communication: The Open School will contact parents through apps, emails, phone calls, the website under alerts tab, and other methods.  Please make sure to provide The Open School with appropriate phone numbers on which you can be reached in an emergency.  Your contact information will be shared with the Board members and Staff in case of an emergency. An emergency binder is kept by each teacher and taken with them in case of emergency off site.
THE OPEN SCHOOL TUITION POLICY (2024-2025)
The Open School is a non-profit organization.  Tuition is based on a yearly amount and is pro-rated over a nine-month period.  Therefore, monthly payments remain the same regardless of vacation periods, sick days, conference days, or if a child is withdrawn prior to the last scheduled school day of a month.  If there are extenuating circumstances for which a parent seeks a waiver of tuition for a specific period of time, that parent should write a formal letter to the Board for consideration.  The Board has the right and ability to reject any special requests.  The Open School does not have an excess of funds.  Therefore, prompt payment of tuition is expected and appreciated to allow the School to meet monthly financial responsibilities.  If you need to change your child’s tuition package to a lower package the Board will need to be notified in writing, 30 days prior to changing the tuition package.
Tuition Agreement: Every family will receive The Open School “Tuition Policy Agreement” to sign and return at the beginning of the school year or upon enrollment.  Please review The Open School Tuition Policy carefully.

2024-2025 School Session Schedule

	Session I
	7:20 a.m. to 8:30 a.m. (before school)

	Session II
	8:30 a.m. to 11:30 a.m. (morning academic session)

	Session III
	11:30 a.m. to 12:30 p.m. (lunch)

	Session IV
	12:30 p.m. to 3:00 p.m. (afternoon enrichment session)

	Session V
	3:00 p.m. to 5:30 p.m. (after school)

	Session VI
	8:30 a.m. to 11:30 a.m. (Monday-Thursday TK)


Monthly Tuition Fees for the 2024-2025 School Year:

	Enrollment
	Sessions/times
	Monthly Tuition

	Full-time: 

5 Full Days

With before/after school care


	7:20 a.m. to 5:30 p.m.

(Sessions I through V)
	$875

	Full-time:

5 Full Days

Without before/after school care


	8:30 a.m. to 3:00 p.m.

(Sessions II, III, and IV)
	$720

	Part-time:

3 Full Days 

Without before/after school care
	3 Days: 8:30 a.m. to 3:00 p.m.

(Sessions II, III, and IV)


	$630


	Part-time:

5 Half Days

Monday-Friday


	8:30 a.m. to 11:30 a.m. (Session II)
OR

12:30 p.m. to 3:00 p.m. (Session IV)
	$435
 

	Part-time:

4 Half Days

Monday-Thursday


	8:30 a.m. to 11:30 a.m.

Minimum package for 

Transitional- Kindergarten

(Also available for Preschool and PreK)

(Session VI)
	$380

	Part-time:

3 Half Days


	3 days:  8:30 a.m. to 11:30 a.m. 
(Session II) 
OR
3 days:  12:30 p.m. to 3:00 p.m. 
(Session IV)
	$300

	Additional Session Rates for the 2024-2025 School Year:

	Session
	Time
	Rate

	Session I
	7:20 a.m. to 8:30 a.m.
	$10.00/hour*

	Session II
	8:30 a.m. to 11:30 a.m.
	$30.00/Session*

	Session III
	11:30 a.m. to 12:30 p.m. Lunch
	$15.00/Session*

	Session IV
	12:30 p.m. to 3:00 p.m.
	$30.00/Session*

	Session V
	3:00 p.m. to 5:30 p.m.
	$10.00/hour*


** Sessions I & V are charged by the minute at a rate of $10.00/hour or $.25 per minute.  Sessions II, III, & IV are charged for the entire Session at a rate of $30.00/Session for Sessions II and IV and $15.00/Session for Session III, regardless of how much of the Session the student attends.
Schedule Changes:  Any scheduling change must be approved by the Director, and signed by parent/guardians in order for a new and revised Tuition Policy Agreement to take effect.  Schedules cannot be flexed week to week, and we do not have allowance for missed days being made up on different days during the month.
Withdrawals:  Parents withdrawing a child from The Open School must provide a 30-day written notice to the Director of the School.  If a 30-day notice is not provided to the Director, parents will be responsible for full payment of tuition for the 30 days following the written notification.  The 30-day notice starts the day the Director receives and confirms acknowledgment of the withdrawal notice.  If the Director is not available, the Assistant Director or a teacher may accept the withdrawal notice on behalf of the Director.  The Parent-Board of Directors must approve exceptions.  If a student is asked to leave the Open School, for any reason, tuition will be prorated so that the tuition owed will reflect just the days within the month that student has attended school.
Additional Sessions:  Students may add any additional sessions during the month provided space is available. Ask the Director for prior approval of  your child attending extra sessions, as we need to keep in compliance with teacher: student ratios all time. Additional sessions and/or before and after school care hours used but not included in the student’s enrollment package will be billed at the end of each month on the next month’s statement.
Tuition Payments:  Monthly tuition payments and any additional session fees from the previous month are due on the first (1st) business day of each month.  
Payment Options:  We utilize Tuition Express, which provides a variety of options to pay tuition:
Pay by check -  there is a locked box for checks in the front office for your convenience.  
Pay by cash – please see Director to receive a receipt and pay by cash.

Pay by bank draft – complete paperwork to have your payment automatically withdrawn from your bank account on the 5th of the month.  A $1.00 service fee applies.

Pay by credit card – you can pay online or by swiping your credit card at the school.  A 2% service fee applies and will be charged to the next month’s statement.

You will receive a packet of information regarding Tuition Express payment options upon enrollment or ask the Director at any time for assistance with payment options.
Late Fees/NSF Fees:  Payments not received by the 10th day of the month will be assessed a 5% late fee (finance charge) on that month’s tuition for the first 2 days that payment is late, and then will be assessed an additional 12% late fee after that if still not paid.  Any checks returned for insufficient funds will be assessed a $30.00 return check fee.  Additionally, the School will charge 21% interest for any tuition that remains unpaid after the end of the month for which it was due and for each month thereafter.
Monthly Statements:  At the beginning of each month parents will receive a monthly tuition statement for that month.  If you have not received a statement by the 5th school day of the month, please contact the Director or Bookkeeper.  Note:  Before and after school care, lunch, and additional session fees are computed at the end of each month and will be billed accordingly on the next month’s statement. 
Delinquent Accounts:  Delinquent accounts will be assessed a 12% finance charge and 21% interest for each month delinquent.  Any student whose tuition is not paid by the 15th of the month will not be allowed to continue at The Open School until the account is paid in full or payment arrangements have been made with the Director.  The School realizes that unusual circumstances occasionally arise that prevent timely payments from being made.  It is the parents’ responsibility to contact the Director or Board if special consideration is necessary.

DFS Assistance:  Children subsidized by Albany County Public Assistance must contact the Department of Family Services (DFS) and The Open School before entrance.  DFS can only be billed for days when school is in session.  Parents are responsible for paying any fees, which DFS will not cover, including vacation days.  For those parents who receive financial assistance from the DFS to help pay for The Open School tuition, each month, DFS paperwork will be provided to the parents/guardians, along with The Open School monthly bill, not later than the fifth school day of each month.  On the bottom of the DFS form, parents will find the amount they owe for their portion of The Open School monthly tuition.  The parental portion of the bill must be paid no later than the 10th of each month.  Please note that The Open School expects payment of the parental portion of the bill before DFS has paid its share so that the bill does not run delinquent each month.  Parents will receive another statement if there is any outstanding balance after The Open School has received payment from DFS.
Enrollment and Supply Fees:  An annual $60.00 non-refundable enrollment fee is required with a child’s application to The Open School for each academic year to reserve that child’s position for that year.  An annual $30.00 non-refundable enrollment fee is required with a child’s application to the school’s Summer Program to reserve that child’s position for those children who are not already enrolled at The Open School during the academic school year.  
A supply fee of $40 per semester, billed in September and in January, is required for the academic school year for all students.  In addition, the classroom teachers will notify you of any specific classroom and personal items to bring (change of clothing, inside shoes, water bottles, etc.)  A list will be provided prior to the school year and these items can be brought during the open house or on your child’s first day.
Grace Periods:  As mentioned, parents and non-parents must account for a child’s attendance and absence using ProCare.  Students who do not check out at the end of the day are assumed to have attended the remainder of the day and will be charged as such.  Students who do not check in or out, but attend school, are assumed to have attended the entire day and will be charged as such.  Parents have a period of time, also known as the grace period, to check their child in and out before being charged for the session prior to or proceeding the current session.  
Grace Periods are as follows:
	Session
	“Clock In” Grace Period
	“Clock Out” Grace Period

	Session I (Before School Care)
7:20 a.m. to 8:30 a.m.
	Not available
	Not available

	Session II (Morning)

8:30 a.m. – 11:30 a.m.
	No earlier than 8:15 a.m. or 15 minutes prior
	No later than 11:38 a.m. or 8 minutes after

	Session III (Lunch)

11:30 a.m. – 12:30 p.m.
	No earlier than 11:22 a.m. or 8 minutes prior
	No later than 12:38 a.m. or 8 minutes after

	Session IV (Afternoon)

12:30 p.m. - 3:00 p.m.
	No earlier than 12:22 p.m. or 8 minutes prior
	No later than 3:15 p.m. or 15 minutes after

	Session V (After School Care)

3:00 p.m. – 5:30 p.m.
	Not available
	Not available

	Session VI (Morning TK)

8:30 a.m. – 11:30 a.m.
Monday-Thursday
	No earlier than 8:15 a.m. or 15 minutes prior
	No later than 11:38 a.m. or 8 minutes after


Children not clocked out by the end of the grace period for that session will be charged for the next session.  Children clocked in earlier than the grace period allows will be charged for the session prior.  Session I and Session V are billed at the rate of $10.00 per hour.  Session II and Session IV are billed at the rate of $30.00 per Session.  Session III is billed at $15.00 per hour.
Children must be picked up by 5:30 p.m.  Failure to comply with this requirement will result in notification to the Board and notification from the Director and a late charge.  The late charge is $15.00 for every 10 minutes after 5:30 p.m.  Three (3) late charges per semester will result in removal from the after-school program for the remainder of that semester.

Child Care Aware:  

The Open School participates in Child Care Aware, which assists military families in paying tuition.  The family will be responsible in contacting Child Care Aware to set up an account, and the Director will be responsible for submitting forms monthly for reimbursement. 

Please note that The Open School expects payment of the parental portion of the bill before Child Care Aware has paid its share so that the bill does not run delinquent each month.  Parents will receive another statement if there is any outstanding balance after The Open School has received payment from Child Care Aware.
Discounts:  There is a 2.5% discount for tuition payments made on a semester basis if payments are received by September 10th (for the fall semester) and January 10th (for the spring semester) for the entire semester and June 10th (for the summer session).  A 2.5% discount is available to all military families.  A military I.D. will need to be shown to the Director to verify military affiliation.  A 10% discount on tuition is granted to any sibling(s) of part-time students.  A 20% discount on tuition is granted to any sibling(s) of full-day ($628.00 package) students.  A 25% discount on tuition is granted to any sibling(s) in the full-time ($784 package).  Please note that the discount for the sibling(s) applies to the child who has the “lesser” of the tuition packages.
If you ever have questions regarding your account, do not hesitate to contact the Director.

FIELD TRIPS

Field trips and planned activities, such as gym, skating, and swimming, are inherent to The Open School curriculum and are important to all children.  During these field trips, nothing is more important than the safety of each student.  The “Permission Slip for Field Trips” must be completed when students begin school.  Any time a student rides in the personal vehicle of The Open School Staff, the owner of the vehicle must have in place a comprehensive motor vehicle insurance policy sufficient to cover any liability that might occur.  Additionally, The Open School’s students generally are required, pursuant to Wyoming Statute § 31-5-1303(a), to be properly secured in a child safety restraint system when riding in private vehicles.  If parents do not wish their child to ride in the school vans or a staff member’s vehicle, then the parents are responsible for arranging field trip transportation for their child.  If parents prefer that their child not participate in a field trip, the parents are responsible for arranging other care for the child that day.   It is the parents’ responsibility for getting their child to school at the start of a session in order for that child to participate in planned or spontaneous field trips.  Students not in attendance are assumed to be absent and the field trip will proceed without them.  Parents who miss the departure of their child’s class may take their child to the location of the field trip.  If a student is going to be late, it is important that parents call and notify the school before the start of the Session.
SWIM POLICY
Swim lessons will be available if an agreement can be made with the Laramie Recreation Center.  Lessons will be dependent on adequate staffing of instructors and availability of time slots with the Rec Center.  Parents will be notified of the day/time that lessons will be offered throughout the year. The Preschool (3-year-old) class will not attend swim lessons until the second semester.
The Open School's swim program is staffed by trained swim instructors.  All children enrolled at the scheduled swimming time will participate.  Each group swims for 30 minutes with certified instructors.  The program follows guidelines regarding skill progression.  In addition to instructors, two (2) fully qualified lifeguards are on duty at all times.  Additionally, The Open School teachers observe the children while they are in the pool and assist them with dressing.  The instructor: child ratio is 1:4. For swim lessons, please dress your child in clothing he/she can handle alone, including warm clothing, hats, and mittens during the winter.  Each child should bring his/her own bathing suit and towel in a bag or backpack.  All clothing should be labeled with the child's name.  Children may wear goggles, but no swim aides are permitted.  Please inform teachers of any special equipment your child requires (for example, ear plugs).   Children change for swimming in the family locker rooms, with girls/boys in separate rooms.  
Due to safety and insurance considerations, children who cannot participate in the swimming activities will not be permitted to attend school during scheduled swimming time as all staff members accompany the children to the pool.  
TRANSPORTATION

The Open School owns 2 passenger vans.  The vans are equipped with safety belts and car seats.
Child safety restraint systems will be used when students are transported in The Open School van.  The Open School will use the following policies regarding the use of safety belts and car seats on the van:

1.
All persons on board the van (including students, staff, parents, and any other person on the van) must be properly secured in a safety belt.  A person will not be transported unless he is properly secured.

2.
The Open School Staff will educate students about the importance and proper use of safety belts.

3.
Any student who “has not reached his ninth birthday” (Wyoming Statute § 31-5-1303(a)) will be secured in a child safety restraint system while being transported in the van.  
4.   Permission slips will indicate height/weight of children to determine the correct child safety restraint system to be utilized.
5.
The Open School van will not leave the city limits of Laramie without special permission.
CLOTHING POLICY
Students should come to school in comfortable clothing that is appropriate for the weather.  Students usually go outside every day of the year.  Please send hats, coats, mittens, boots, and shoes for students to change into in cold weather.  In addition, please leave a complete change of indoor clothing (including undergarments) in your child's cubby.  Make sure all clothing is clearly labeled with your child's name.  All children should have a change of indoor shoes (or slippers) to wear inside the classroom.  A pair of athletic shoes for gym/soccer or walking to parks are preferred, and if you have an extra pair to leave for your child during snow boot season, this is helpful.
TOY POLICY

Students are discouraged from bringing toys to school except for scheduled show-and-tell.  Any non show-and-tell toys brought to school must stay in the front office until the end of the school day.  Show-and-tell items should not be fragile, or weapon related.  The School is not liable for lost or damaged toys.  If a comfort object (blanket, photo, stuffed animal) is needed or helpful, please discuss with your child’s teacher.
AHERA (Asbestos Inspection Report And Management Plan)
The Open School has been inspected for the presence of Asbestos as required by Asbestos Hazard Emergency Response Act (AHERA) regulations, enacted in 1986 and requiring the U.S. Environmental Protection Agency to promulgate rules regarding asbestos hazards in schools.  Asbestos was located in the acoustic ceiling spray in the central classroom and in the floor tile in the south classroom closet.  The acoustic ceiling spray has been encapsulated and the floor tile has been undisturbed.  For a review of The Open School inspection report and management plan, please contact the Director.
WEAPONS POLICY

Weapons are never permitted on the school premises, including toys that resemble or imitate weapons.  No weapons of any kind shall be stored in the facility or on the premises.  If any person enters The Open School premises with any weapon(s), that individual will be asked to leave immediately, and law enforcement may be contacted. Any parent/guardian, family member, or student entering school premises with weapons and/or threatening to bring a weapon may be grounds for immediate termination from school enrollment.  
TOBACCO/ALCOHOL/DRUG POLICY

The use of tobacco or the consumption of alcohol is prohibited during hours of operation and in all vehicles while transporting students.  Illegal drugs are prohibited by law and, therefore, not allowed on the premises at anytime, whether The Open School is open or closed.

SPECIAL SERVICES

Any student who qualifies for special services, including physical therapy, occupational therapy, and speech therapy, will be referred to available professionals within the school district, Developmental Early Intervention Services, or the community.  The Open School is not equipped to provide such services.  However, the child is entitled to receive the same services as students at any other school in the district.  If The Open School teachers or staff observe a student with a possible disability, the teachers or staff will notify the parents/guardians to discuss testing and treatment options.  The staff will then work with the specialists and parents to set a treatment schedule and provide a suitable space if needed.  Developmental screenings are offered at The Open School once a year, or by appointment at Developmental.  The Open School works with staff from Developmental in providing Individualized Educational Program (IEP) services to students.
PARKING POLICY
Please be courteous of neighbors in the surrounding area and do not block their driveways under any circumstances.   Please do not park in front of the school when the orange cones are out, as that indicates the space is reserved for loading/unloading of the vans.
ANIMAL POLICY
Generally, the Open School does not allow animals on the premises.  DFS has regulations regarding animals.  Any animal that would be brought onto school grounds (for example, a learning experience) would need to be cleared with the Director prior to brining the animal.
FACILITY INSPECTIONS
Per DFS regulation, The Open School is inspected annually by: (1) representatives of the Department of Family Services; (2) the fire department.  These individuals ensure The Open School’s continued compliance with rules and regulations.
CHILD PROTECTION

Pursuant to State law, any employee or volunteer who knows or has reasonable cause to believe that a child has been abused or neglected shall report such suspected abuse or neglect to the Department of Family Services at (307) 745-7324. 

HOLIDAY – BIRTHDAY CELEBRATION POLICY_______________________________

Because cultural awareness is part of our curriculum and holidays are a part of culture that individual children and their families value, we do recognize holidays.  We also keep in mind the cultural differences represented in each classroom.  Students are welcome to celebrate their birthday in the classroom by bringing in a special birthday snack.  Please discuss with your child’s teacher to arrange birthday celebrations and special birthday treats for the class.  Please speak to your child’s teacher if you need any accommodation around holiday celebrations, or if you are interested in teaching students anything related to your family’s culture and special occasions.
NON-DISCRIMINATION

The Open School shall not discriminate in any manner because of race, color, creed, religion, national origin, ancestry, sex, disability, sexual orientation, gender orientation, or age except as otherwise provided by law.

CONFIDENTIALITY
Files for each child are confidential and private under State and Federal law.  Files can be released only to authorized persons and require presentation of the appropriate release.

CUSTODY ISSUES

The Open School is a positive environment for learning and teaching.  Every reasonable effort will be made by The Open School to protect all the children who attend the school.  As such, the school and its staff maintain a position of neutrality with respect to outcomes in custody disputes. The Open School will not become involved in custody disputes between parents.
The Open School is obligated, pursuant to Wyoming statute § 20-2-201(e), to provide both parents with the same right of access to any records relating to the student’s school records, activities, teacher and teachers’ conferences, unless otherwise ordered by a court.
If The Open School is made aware of a custody or visitation dispute involving a student:
a. The school will require either parent to provide the school with three (3) current certified copies of the court order governing custody and visitation of the student.  A copy will be provided, by the parent, to the Director, Teacher and Board President and will be kept in the student’s records.
b. The Open School reserves the right to require either parent to provide proof, in the form of a current court order, of that parent’s right to remove the student from school grounds, at any time, before that parent will be permitted to do so.
c. The Open School reserves the right to contact law enforcement at any time to assist in the resolution and de-escalation of custody and visitation disputes.
2. If the Open School is not made aware of a custody or visitation dispute involving a student, Staff will assume that either parent has equal right and access to the student, including the right to remove the student from school grounds. It is the responsibility of the parent with primary residential custody to inform the school of who may, or may not, pick up the student from school at any time.

3. In the event a non-custodial parent requests to remove a student from school and The Open School does not have any current court order, the non-custodial parent will be allowed the opportunity to remove the student from the school. 

4. In the event a non-custodial parent requests to remove a student from school and the Open School does have a current court order that clearly authorizes that parent to do so, the non-custodial parent will be allowed the opportunity to remove the student from the school.
5. In the event a non-custodial parent requests to remove a student from school and the Open School does have a current court order that clearly prevents the non-custodial parent from removing the child from the school, the non-custodial parent will be denied the opportunity to remove the student from the school.

6. In the event a non-custodial parent requests to remove a student from school and the Open School does have current court order but the Open School is unable to determine whether it authorizes the non-custodial parent to remove the child from the school or not, the non-custodial parent will be denied the ability to remove the student from the school.   In the event of a custody dispute between parents, The Board of Directors will review the situation and make its recommendations for resolution.  The child may be suspended until the parents can provide a legal document that clearly states the custody arrangement, or the child may be removed from the program.  The school reserves the right to dismiss families from the program when custody disputes, arrangements, or parental disputes are disruptive for the Director, staff, or Board of the school.  
RELEASE & INSURANCE
The Open School does carry liability insurance and vehicle insurance.  However, all parents are required to sign a “Release of Legal Liability and Indemnity Agreement” before their child can attend The Open School.  The Release applies to all school services, activities, functions, etc. 
MISCELLANEOUS

The Open School reserves the right to refuse service to any student or family for any reason.  If a student, his/her parents/guardians, and/or any family is disruptive or offensive to The Open School, its Board of Directors, its Staff, other students, and/or other families, The Open School reserves the right to request that the family cease attending the school immediately. 
SUMMER SCHOOL PROGRAM
In addition to all policies as set forth for the regular school terms, the following policies also apply to the summer program:
The Summer Program is based on a two-month period (June and July).  Summer School Program families will receive a Tuition Agreement, which includes prices and packages, at the end of the current school year.  A calendar of available dates will be included with the Tuition Agreement.

A $30.00 registration fee is required to enroll in summer school for new enrollees (e.g., those students not already enrolled during the academic school year) and must be paid to secure a place for each child.  
A $25.00 supply fee is required for all students and will be billed with the first month’s tuition for summer school.  This fee will help pay for summer supplies.
Similar to the academic year, before/after school care, lunch, and additional session fees will be computed at the end of each month, if not included in the tuition package.  Parents will be billed accordingly on the next month’s statement.
Summer Field Trips & Activities:  Field trips are often spontaneous, so please deliver your child to School on time in order to participate.  Parents are responsible for getting a child to school at the start of a scheduled session for that child to participate in field trips.  Children not in attendance are assumed absent and the field trip will proceed without them.  If your child is going to be late for any reason, contact The Open School before the start of the session.  We often walk to parks throughout the summer as well.
Summer Clothing and Supplies:  Each parent is provided with a list of summer clothing and supplies at the time he/she receives the summer calendar and summer tuition agreement.  As a general rule, children should come to school in comfortable clothing that is appropriate for the weather.  Children are outside a lot of the day during the summer program.  Due to Wyoming’s unpredictable weather, possible trips to the park and water play may be changed suddenly.  Please always keep the following in your child’s cubby: (1) one change of clothes, (2) swimsuit, (3) towel, (4) sunscreen, (5) water bottle, (6) hat, and (7) jacket.  Please make sure all items are labeled with your child’s name.  Parents are responsible for cleaning a child’s water bottle often.
Summer Enrollment Options: A Tuition Agreement must be turned in prior to the start of the summer session.
Monthly Tuition Fees for the Summer 2024:

	Enrollment
	Sessions/times
	Monthly Tuition

	Full-time: 

5 Full Days

With before/after school care


	7:30 a.m. to 5:30 p.m.

(Sessions I through V)
	$895

	Full-time:

5 Full Days

Without before/after school care


	8:30 a.m. to 3:00 p.m.

(Sessions II, III, and IV)
	$740

	Part-time:

3 Full Days


	8:30 a.m. to 3:00 p.m.

List Choice of Days


	$625

	Part-time:

5 Half Days 

Without before/after school care
	8:30 a.m. to 11:30 a.m.
OR

12:30 p.m. to 3:00 p.m.
	$445


	Additional Session Rates for the 2024 Summer:

	Session
	Time
	Rate

	Session I
	7:20 a.m. to 8:30 a.m.
	$10.00/hour*

	Session II
	8:30 a.m. to 11:30 a.m.
	$30.00/Session*

	Session III
	11:30 a.m. to 12:30 p.m.
	$15.00/Session*

	Session IV
	12:30 p.m. to 3:00 p.m.
	$30.00/Session*

	Session V
	3:00 p.m. to 5:30 p.m.
	$10.00/hour*


** Sessions I & V are charged by the minute at a rate of $10.00/hour or $.25 per minute.  Sessions II, III, & IV are charged for the entire Session at a rate of $30.00/Session for Sessions II and IV and $15.00/Session for Session III, regardless of how much of the Session the student attends.
The following form is contained in the Parent Forms required for enrollment.  

ACKNOWLEDGMENT OF RECEIPT AND ACCEPTANCE OF

THE OPEN SCHOOL PARENT HANDBOOK

I, 






 (Name of Parent/Guardian), acknowledge that I have received a copy of, (hard copy or digital copy),  The Open School Parent Handbook.

I understand that I am responsible for reading the Parent Handbook and understanding the policies and procedures contained in it.  If I am unclear or uncertain about any policy or procedure, written or unwritten, I am obligated to ask the Director for further clarification on the matter.

By signing this form, I agree to abide by the policies and procedures contained in The Open School Parent Handbook while my child(ren) attend The Open School.

Parent’s Signature: 







Date: 













