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Introduction 

 
The School’s Out Early Education program is a collaborative early childhood  model that will 
benefit all students enrolled in our programs.  The early education childcare program will 
afford parents/families the opportunity and security in knowing their children are being 
cared for in nurturing and supportive environments for the entire day (7:30-5:30).  The 
Parent Handbook is a valid part of the enrollment agreement between School’s Out and the 
parents or families of children who are enrolled in the program. 
 

 
Mission 

 
School’s Out  provides children a safe environment where they are given the opportunity to 
express themselves and develop socially, physically, artistically, and creatively through a 
program that nurtures and respects the uniqueness of each and every child.  School’s Out will 
provide quality childcare that parents can rely on throughout the school year, as defined by 
the school district calendar and as indicated in the calendar section of this agreement. Our 
curriculum meets the Vermont Early Learning Standards (VELS) and is based off of students’ 
interests and needs. During each unit the students will engage in a variety of activities 
revolving around math, language and literacy, science, social studies, creative expression, and 
physical/health skills.  Each thematic unit will allow children time to pursue their own 
interests in a safe and friendly environment.  Parents/families are welcomed and encouraged 
to visit the program at any time to join their children in activities. 
 
 

Philosophy 

The foundation of School’s Out is a belief that all students should be given the opportunity to 
learn, develop, create, and explore in an environment that is safe, nurturing, and fosters the 
love of learning every day. School’s Out is a school run entity designed to create quality early 
education opportunities for all students ages 3-5 that best prepare them for kindergarten and 
lifelong success by working in conjunction with the school district to ensure learning targets 
are met and kindergarten preparedness to all of our students is achieved.   
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Registration and Enrollment 



 
Registration: Parents/families must complete a registration form and submit it with the non-
refundable registration fee of $25 per child. Registered children, who cannot be immediately 
enrolled, will be placed on a waiting list. 
 
Enrollment Policy: Enrollment for each early education site will be subject to staffing and 
space availability. The staff to child ratio will stay at or below the 1:10 State requirement. 
School’s Out will assure meaningful access to its services by making modifications to the 
program to accommodate the needs of qualified handicapped persons, but only where such 
modifications are reasonable and necessary, do not fundamentally or substantially alter the 
nature of the program, and do not result in an undue burden on the program. Requests for 
modifications should be made as far in advance of commencement of the program as possible. 
School’s Out strives to provide safety, well-being, development and success of each child 
enrolled. 
 
Children enrolled in School’s Out must be able to participate safely and successfully when a 
1:10 staff to child ratio is maintained.  Given guidance and instruction, if a child is still unable 
to independently participate, the parents/families will be contacted and a success plan will be 
created.    

 
Children with special needs are enthusiastically accepted into the School’s Out program.  
School’s Out  staff will work closely with families, school employees, and specialists to meet 
the needs of each child. It may be required for School’s Out  to collaborate with others to 
create a plan for children with special needs. School’s Out  will adapt the physical space and 
train staff. Students who cannot successfully participate with a 1:10 teacher to child ratio 
maintained may be required to be accompanied by an individual assistant. The School’s Out  
program does not cover the extra cost of employing this person, but will work very closely 
with this person to ensure that the needs of the child are met. School’s Out  is inclusive and 
responsive to the needs of all children. 
 
Notice of Non-Discrimination: In accordance with the applicable State and Federal laws and 
regulations, School’s Out  does not discriminate on the basis of race, color, religion, ancestry, 
national origin, sex, sexual orientation, age, place of birth, or a qualified individual with a 
disability in admission or access to, or treatment or employment in, its programs or activities. 
 
The individual cited below has been designated to coordinate the program’s efforts to 
implement these State and Federal laws. You may contact this person for further information 
about these laws and regulations and our grievance procedure for the resolution of 
discrimination complaints. 
 
Leigh Lamphere 
Schools Out Program Administrator 
2 Baldwin Ave, South Burlington 
(802) 652-7320 
 

 



 
 

Registration Forms 
 
Parents/families will be asked to complete the following: 

● Registration Form- email llamphere@sbschools.net to request a form 
 
Forms must be kept current. The parent/family must provide new information to the director 
regarding information on forms such as: emergency contact persons, names, employers, and 
phone numbers. 
 

Hours of Operation 
 

School’s Out will run from 7:30 AM until 5:30 PM. 
 

School’s Out  ends promptly at 5:30.  Our policy requires that all children be picked up by this 
time.  Failure to do so will result in a penalty fee (see below).  Repeat offenders will have their 
enrollment terminated. 
 

5 minutes overtime- $5.00 per child 
Each additional 5 minutes- $5.00 per child 

 
Late fees are paid directly to the director or teachers who stay with your children. 
 

Absences and Sign-In/Out Procedures 
 

Children will be signed into our program upon arrival. If your child will not be attending 
School’s Out because of a scheduled appointment, vacations, or other planned absences, please 
notify the site director in advance in person or by phone.  If your child is ill, please notify the 
School’s Out  director when you know that he/she will not be attending the program. 
Absentees without prior notification may be mistaken for a missing child and 
unnecessary concern and time spent searching for the child may occur.  

 
Release of Children 

Children will be allowed to leave with persons other than the parent/families or persons 
listed on the registration form, only if permission has been given to the director with a written 
note by the parent/family. If the child is hesitant going with the person there to pick him/her 
up, a phone call will be made to the parent/family of the child. Once the parent/family and 
child have had a chance to communicate, the director and parent/family will discuss what will 
be done. No child will be forced to leave the program if he/she feels uncomfortable. Also, if a 
particular parent/family does not have custodial rights to pick up their child, the School’s Out  
coordinator must have the proper legal documentation before denying that parent/family 
access to their child. 
  
When a child is picked up, they must be signed out by signing the sign-out sheet.  We ask that 
families also write in the pick-up time. 
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Withdrawal From the Program 
Parents/families wishing to withdraw their child from the School’s Out  early education 
program must provide a statement in writing at least 2 weeks prior to the discontinuation of this 
service. Withdrawal statements can be emailed to llamphere@gmail.com or sent to School’s 
Out. Tuition will be due for the balance of the 2 weeks. 
 

Fees and Payment Policy 
School’s Out salaries, supplies, and administrative expenses are supported entirely by fees. 
Partial week/day fees will be determined by by the program administrator and agreed to by 
the parents. Registration and enrollment fees are nonrefundable. Full week fees are as 
follows:  

Session Rate 

Summer and Vacation Camp Weeks 
(W/O Preschool Component) 

$250  

School Session 
(WITH Preschool Component) 

$210 

 

1. Tuition payments are due the first school day of each month/week (depending on your 
payment option) and are paid to reserve an entire month/week of childcare. Please fill out 
the necessary paperwork found on our website, if you’d like to take advantage of our 
automatic withdrawal options (we prefer checking accounts or debit cards rather than 
credit cards). 

2. Failure to keep tuition payments current may result in program termination until the fees 
are paid in full. If the tuition is not paid in full by the end of the third full week of late 
payments, the payer will be notified by the Program Coordinator and asked to remit 
payment immediately.  

3. Families will receive monthly statements via email.  

4. Nonsufficient fund checks are held until cash or a money order is received by the 
Program to cover the amount of the check. Parents will pay a $15.00 charge for a NSF 
check.  

5. Please make checks payable to School’s Out and include the dates of payment in the 
memo. Checks can be dropped in the School’s Out payment box located in the 
cafeteria or can also be mailed to: School’s Out, 2 Baldwin Ave, South Burlington, VT 
05403. Please include your child’s name your check payments.  

6. Any questions or concerns regarding billing should be directed to the program 
administrator, Leigh Lamphere.  llamphere@sbschools.net or (802) 652-7320 

mailto:llamphere@gmail.com
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Sample Daily Schedule 
 

 
7:30-8:30: Arrival- Exploration Stations, Creative Play, Self-directed choice 

8:30-9:00: Circle Time- Morning Meeting 

9:00-9:30: Snack 

9:30-10:15: Academic Activity Choices (literacy, math, science, engineering) 

10:15-10:45: Recess 

10:45-11:15: Story Corner (read aloud, book exploration, reader’s theater) 

11:15-11:45: Lunch 

11:45 - 12:00: Transition to preschool 

12:00-2:30: Preschool  

2:30-3:00: Recess 

3:00-4:00: Integrated Art or Music 

4:00-5:00: Clubs, Themed Activities 

5:00-5:30: Exploration Stations 

Availability of Subsidies and Scholarships 

Subsidies are available for those families who qualify. For more information contact: 

Child Care Resource 
 181 Commerce Street,  

Williston, VT 05495  
Open Monday-Friday 8:30am-4:30pm  

802-863-3367  
 

We also offer scholarships to families, but only after they have applied for subsidy with Child 
Care Resource. If you are interested in scholarship funds please email 
llamphere@sbschools.net 
 

Guidelines for Volunteers 

mailto:llamphere@sbschools.net


 
Volunteers may contribute to the program when appropriate and only after they have 
completed the district’s procedure to become a volunteer.  Contact Diane Kinnon at (802) 
652-7255 for more information on volunteering.  Volunteers will not be counted in the staff to 
child ratio and will be directly supervised by program staff.   

 
Confidentiality Policy 

 
School’s Out will not share confidential information about children or their families to anyone 
unauthorized to receive this information. School’s Out staff will not give parents/families the 
names of other children involved in conflicts with their own child. School’s Out staff will not 
share contact information with others.  All family forms will be kept in a secure location. 
 
EMERGENCY CLOSINGS 

● If the program is required to close due to weather or other emergencies while the 
program is already in session, parents/families will be called and asked to pick up 
their child immediately.  

● If there is an early dismissal that is announced during school hours, parents/families 
will be notified via the school’s emergency notification program, not by the School’s 
Out staff. School’s Out will not operate when there is an emergency early dismissal. 

● If there is a school delay or school closing, School’s Out will also be delayed or closed.  
Parents/families will be notified via the school’s emergency.  

 
VACATION CAMP:  
School’s Out Early Education offers full day care Chamberlin Elementary School only.  
Camp sign up will occur 4 weeks prior to the camp 
 
 
 

 
Distribution of Medications 

 
Whenever a child is to be given prescription or over-the-counter medicine, the parent/family 
must provide the program director a completed, signed medication authorization form. The 
medication must be provided in the original container and accompanied by the doctor's 
directions.  If medication is to be kept at School’s Out for treatment of a chronic condition, no 
more than a one-month supply should remain at the program at any time. Parents/family 
should submit a signed form giving permission for School’s Out staff to administer 
medication; otherwise staff will not be permitted to give children medication.  Forms can be 
obtained from a School’s Out staff member. 
 

Health and Safety Protocols 
 

If your child has a known medical condition (asthma, diabetes, seizure disorder, etc.) please 
be sure the director knows what to do if a situation should occur during program hours. 



Please ensure that any medication that may be needed is available and that the appropriate 
forms for its use have been completed. 
 
If a child has any one of the following conditions, the parent/families will be notified to pick 
up the child immediately: Contagious Disease, Fever over 100 F, Vomiting or Diarrhea. 
In case of an accident or illness, parents/families of the child will be called immediately and 
will need to arrange pick up within a 30 minute timeframe. In serious cases, the child will be 
taken to one of the local hospitals by emergency vehicle for treatment and the 
parents/families will be called as soon as possible.  Children need to be fever free, vomit free, 
diarrhea free or on antibiotics for 24 hours before returning to School’s Out. 
 
Outdoor play will not be allowed when temperature (including wind chill) falls below 0 
degrees or lighting and thunder occurs. 
 
The School’s Out license requires directors and teachers of the program to report suspected 
cases of child abuse. 
 
Field trips will occur occasionally and families will receive notification at least one week in 
advance of the trip.  Parents/families may be asked to volunteer on field trips to provide 
additional supervision. 
 
Water-based field trips to lakes and pools will only occur when a certified lifeguard is 
available and the staff to child ratio is in accordance with state regulations. Only those 
children who successfully pass a swim test conducted by the certified lifeguard will be able to 
swim where water is more than waist deep. All children designated as ‘non-swimmers’ must 
stay in shallow waters or on shore. Staff will supervise children at all times. 
 
Smoking is not permitted anywhere on school property. 
 
 

Immunization Records 
 

School’s Out is required by the state of Vermont to maintain up-to-date immunization records 
of children enrolled.  Parents/families will be required to submit current immunization 
records or grant access to records submitted to the school. 
 

Policy for Reporting a Missing Child 
 
Upon determination that a child may be lost or may have been abducted, the facility shall 
immediately call the parent(s) of the child, the police, and the Division at the Child Protection 
Line: 1-800-649-5285. 
 

Snack And Meals 
 

Afternoon snack will be provided.  Parents must provide a healthy morning snack and a 
healthy lunch OR purchase lunch and snack from the school’s nutritional service department. 



Naps and Rest 
 

Every child present for 5 hours or longer shall have the opportunity for sleep or rest.  
Children will rest on cots.  Parents are required to provide clean bed linens that are brought 

home and washed weekly.  Children will not be required to sleep.   
 

Child’s Personal Property 
 

Children should not bring money, toys, food or other items not necessary for after school 
activities to School’s Out. Although School’s Out attempts to help children stay organized, it 
cannot be responsible for lost personal property. 
 
 
 

Discipline Procedures  
 
Students are entitled to a pleasant and harmonious environment. School’s Out will use an 
approach when dealing with discipline that focuses on keeping children engaged in 
interesting and enjoyable activities during their time at the program. If  students are being 
stimulated with exciting activities, it is the belief of School’s Out that this will minimize the 
opportunities to engage in inappropriate behaviors. 
  
When a student makes the choice to misbehave, he or she will be given a verbal warning and 
told what the logical consequence will be if the behavior should continue. If the behavior 
continues to occur, the student will have to adhere to the aforementioned consequence. 
 
In the event the student continues to engage in inappropriate behaviors that day, or if the 
student is causing harm to him/herself or others in the program, the site director will call the 
parent/family and have them come and pick up their child. When the parent/family comes to 
pick their child up, the site director will have a brief meeting with the parent and student (if 
deemed appropriate) to discuss what happened and what would be a positive way to change 
the behavior in the future.   
 
If inappropriate behavior is persistent, the following steps will be taken.  
 

STEP 1: 

If child continues to show disruptive behaviors after the teachers have given the child 

guidance and instruction, staff will document the behaviors and inform the parent/family.   

 

STEP 2:  

The teacher will write a student success plan. The purpose of this plan will be to help the child 

develop self control, gain independence in following routines and responsibility, and become 

respectful within the classroom.  

 

STEP 3: 



If the child’s behavior persists, the child will be observed by the director or coordinator of the 

program and meet with the teacher to help determine the child’s individual needs and to 

evaluate the success plan. 

 

STEP 4:  

If the child continues to display  the inability to successfully participate in the current child 

care setting in a 1:10 teacher to child ratio a parent/family/director/coordinator meeting will 

be arranged.  The team will discuss the best care option for the child. School’s Out might no 

longer be an option for their child. 

  

 
Family Communication 

 
Staff will be available daily to discuss their child’s development within the program. Other 
forms of communication include: 
 
Bulletin Boards - Displays current happenings and information 
 
School’s Out Folder- Each child will have a School’s Out Folder kept in their backpacks to 
transport art work, communications and sign-up’s. 
 
Conferences - Parents/Families can request a conference with the site director and/or the 
program coordinator at any time. 
 
Email or Phone - Questions, comments or concerns can be addressed to the Site Director, 
Emily Mallia.  emallia@sbschools.net  
 
 
If you have questions or concerns about a childcare provider in Vermont, call the Child Care 
Consumer Line: 1-800-649-2642 toll free in Vermont or (802) 241-3110 from other locations. 
 
School’s Out has an “open door” policy for parent/families access to the program.  
Parents/families are free to access the program at any time, though advanced notification is 
preferred.  We welcome families into the program and encourage them to share their 
interests, hobbies and professions with the class.  Come join us for a meal or activity anytime 
this year!   
 

State and Division Regulations 
 

To access and view the state childcare regulations for childcare programs, go to 
http://dcf.vermont.gov/cdd/child_care_licensing then click link for early childhood programs 
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