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Mission and Philosophy 
 

“To nurture and inspire young children of diverse needs, economic levels and family backgrounds in 

an engaging educational environment” 

 

In 1975 an Austin couple searched in vain for a child care program that would accept both of their children, a 

toddler with Down syndrome and his preschool-aged sister. Determined to educate both children together, 

they founded the Open Door Preschools to provide the opportunity for children of different abilities to learn 

and grow together.  For over 40 years the Open Door’s early focus on serving children with disabilities has 

broadened to include children with emotional, economic, and at-risk challenges as well. Yet the basic tenets 

remain intact: that segregation of children with disabilities is as harmful to the child and to the society as a 

whole as is segregation by race, age, color, religion, or sex; that all people benefit from interaction with 

others who are different from themselves; and that through working and playing in a setting in which each 

person is valued for his or her strengths, children learn to value different ideas, cultures and people.  

The Open Door Program Curriculum 

We believe that the process for life-long learning and kindergarten readiness begins at birth.  Our program 

aims to meet the unique needs of each child, helping him or her to develop healthy self-esteem and achieve 

developmental milestones. Our curriculum, which draws on many resources and approaches, promotes 

children’s awareness of the world around them and addresses cognitive, social, emotional, gross motor, and 

fine motor development. In addition to guided classroom time, we also provide the children with the 

opportunity to engage in free play.  This type of play encourages spontaneity and creativity; and promotes 

children’s ability to make choices for themselves.  Our curriculum is also designed to help children develop 

self-help skills and social responsibility for their environment and their classmates. 

 

Throughout the day, children have the opportunity to participate in activities that enhance their development 

in all areas.  They can enjoy creative activities such as: art, music, and movement; fine motor activities that 

prepare them for such things such as writing; gross motor activities that help them develop healthy bodies; 

language development activities including exposure to the Spanish language as our local second language; 

discovery and science activities; activities that promote math and problem solving skills; and various types 

of cognitively stimulating activities. 

 

Play 

“Play is a means of learning to live, not merely a way to pass time.”  

From Week by Week, 5th Ed by Barbara Ann Nilsen 

“Play allows children to use creativity while developing their imagination, dexterity, and physical, cognitive, 

and emotional strength.  Play is important to healthy brain development.  . . .  It is through play that children 

at a very early age engage and interact in the world around them.  Play allows children to create and explore 

a world they can master, conquering their fears while practicing adult roles, sometimes in conjunction with 

other children or adult caregivers. . . .  As they master their world, play helps children develop new 

competencies that lead to enhanced confidence and the resiliency they will need to face future challenges. . . 

. Undirected play allows children to learn how to work in groups, to share, to negotiate, to resolve conflicts, 

and to learn self-advocacy skills.  When play is allowed to be child driven, children practice decision-making 

skills, move at their own pace, discover their own areas of interest, and ultimately engage fully in the 
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passions they wish to pursue. . . .  Ideally, much of play involves adults, but when play is controlled by 

adults, children acquiesce to adult rules and concerns and lose some of the benefits play offers them, 

particularly in developing creativity, leadership, and group skills.  In contrast to passive entertainment, play 

builds active, healthy bodies.  In fact it has been suggested that encouraging unstructured play may be an 

exceptional way to increase physical activity levels in children, which is one important strategy in the 

resolution of the obesity epidemic.  . . .  Perhaps above all, play is a simple joy that is a cherished part of 

childhood.” 

From PEDIATRICS Vol. 119 No. 1 January 2007, pp. 182-191 (doe:10.1542/peds.2006-2697) 

Emergent Curriculum 

We use curriculum that is emergent.  This means that lessons: 

 are based on a starting point that may be determined by the teacher but the teacher then follows the 

children’s interests. 

 are not predetermined or prescribed but rather a work in progress. 

 are designed to meet the children’s needs based on their temperaments and learning styles. 

 take into account the children’s family and cultural backgrounds. 

 take into account the children’s home languages 

 are based on observation of the children’s abilities and interests 

 

Curriculum Content 

Our curriculum is designed to meet the needs of the children in the areas of: 

 Cognition/Intellectual Development 

 Language Development 

 Social and Emotional Development 

 Physical Development 

 

Our curriculum contains the following elements: 

 Indoor free-choice time 

 Outdoor free-choice time 

 Group time 

 Alone time 

 Quiet activities 

 Gross motor activities 

 Fine motor activities 

 Movement and music 

 Sensory activities 

 Science activities 

 Nature-based activities 

 Exposure to and participation in art activities 

 A mixture of familiar and novel activities 

 Use of technology 

 A balance of teacher-directed and child-directed activities 

 Fieldtrips to community events and establishments 
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Media and Television 

 We use television VERY sparingly.  Only on special occasions do we use television with the 

children and on those occasions, the program must be relevant to what the children are studying. 

 We avoid commercialism in all media and television. 

 Computer games are limited to those that are instructional and developmentally appropriate. 

 We limit screen time for all children. 

 

Weapon Play 

 We recognize that children have a need to pretend superhero games. 

 Although we allow superhero games, we do not allow the children to use pretend weapons.  

Weapons stay at home. 

 

Commercialism 

 We never use commercial symbols in our environment.  For example, we do not have posters of 

Mickey Mouse or the Lion King on our walls. 

 We do not use games that are based on commercial characters. 

 We do not use art activities that incorporate commercial characters. 

 Our activities and functions do not focus on commercial themes. 

 
All of the Open Door Preschools are accredited by the National Association for the Education of Young 

Child (NAEYC). Accreditation is a lengthy process undertaken every five years. It involves staff self-

evaluation, staff and parent evaluation of the program as a whole, and a site visit by an outside validator who 

confirms our self-evaluations. These national standards of quality help ensure that the children are being 

cared for in developmentally appropriate ways. In addition to the accreditation process, our schools typically 

receive the highest rating (four star) from Work Force Child Care Solutions. 

 

Child Assessment 
 

We use the Teaching Strategies Gold Assessment to gather information about how our children are doing in 

each developmental domain.  Children do not have to be directed to do specific tasks that the teachers then 

assess; teachers can assess all developmental domains on an on-going basis using guidelines that reflect 

typical classroom activities. 

We use our observations and assessments to plan for the children’s activities and to partner with parents 

regarding their children’s growth and learning.  In conjunction with the parents, we set goals for each 

individual child. 

When there is a need for further assessment, we gather information about what is available and what are 

appropriate referrals.  After a child has been assessed, we review the results with the parents to establish a 

plan of action.  If there is an IEP meeting, the teacher and social worker offer to go to that meeting with the 

parents. 
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Attendance Policy 
 

We understand that parents like to seize every moment they get to spend quality family time with their 

children.  Because of this, we do not have a strict attendance policy.  However, in order for children to 

benefit fully from our curriculum, they should regularly attend.  Our teachers plan for all areas of your 

children’s development: physical, intellectual, language, social, and emotional.  If your children miss too 

many days, they miss out on experiences that enhance their developing skills.  We encourage parents to 

bring their children to school by 9:30 so that they can fully engage in the program and not disrupt the 

classroom flow.  When children arrive in the morning, they form “common interest” groups that vary from 

one day to another.  Once play has been going on for a while, it can be very difficult for a child who arrives 

late to break into a group of children who are already involved in activities. 

 

Arrival and Departure Times 

 
Transitioning children from the care of their parents to our care in the morning and then, transitioning them 

back to the care of their parents from our care at departure time can be stressful.  It is possible to lessen that 

stress and keep everyone safe during those times.  Upon arrival, we ask that you always hand your child to a 

teacher with whom they are familiar.  This practice can help your child feel more secure about the separation 

and ensures that someone knows that transferal of responsibility from parents to teachers has occurred.  At 

departure time, we ask that you speak directly to your child’s teacher or to the person who has taken the 

teacher’s place.  Let them know that you have arrived to pick up your child.  Once that occurs, responsibility 

for the children’s behavior and safety returns to their parents.  If you are having difficulty with arrival or 

departure transitions, speak to your child’s teacher about options and solutions.   

 

Upon enrolling your child, you indicated on the enrollment form, individuals authorized to pick up your 

child.  If you need to send anyone else, you must contract us with the individual’s name and general 

description.  The individual must present an official state identification card to whoever is releasing the child 

to them.  In case there are custody arrangements prohibiting a parent from picking up their children, we must 

have a copy of the court ordered restrictions.  If a parent or parent representative is intoxicated, we will make 

every attempt to stop them from putting the children in their car.  If need be, we will call 911 to help with 

this. 

Toys 

The schools have many developmentally appropriate toys for the children’s use during the school day. Some 

children enjoy bringing toys from home. Children are encouraged to bring toys or other objects from home 

on “Show and Tell” days. While we do not encourage toys on other days, we realize they are one way in 

which children ease their transition from home to school. Although the teachers try to help the children 

develop a sense of responsibility at school, please be aware that toys from home may be lost or damaged. 

Parents should not allow any irreplaceable items to come to school. 

 

We are always happy for the children to share books, pictures, or items from nature (bird’s nests, rocks, 

fossils, etc.) with their class. We do not allow war toys whose main theme is violence. 

 

Transportation 

 
We only transport children on planned field trips.  We transport neither from home to school nor from school 

to home.  In case of a medical emergency, we call EMS services (911).  Our field trip vans are regularly 

maintained and are in compliance with state regulations and licensure.  To ensure the children’s safety, our 

teachers carry with them on field trips:  transition forms showing each child’s name and where they should 

be at any moment; emergency contact information for each child; a first-aid kit; a cell phone; and a fire 
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extinguisher.  The transition forms are used to account for all children going on the trip when they are loaded 

into the van, each time they leave and re-enter the van, and upon arrival back at school. 

 

Guidance, Supervision, and Discipline 

 
The Open Door believes that children’s natural curiosity and playfulness should be encouraged while helping 

the children learn to be responsible members of society. Positive guidance techniques are used to help the 

children interact appropriately with each other and with adults. These methods further the children’s feelings 

of success and enhance their self-esteem. There is no situation in which Open Door staff may use or permit 

any forms of corporal punishment, verbal abuse or humiliating tactics, (such as: hitting, jerking, kicking, 

shaming, shaking, name-calling, cursing at, rough handling, threatening, humiliation or withholding 

affection) in guiding children’s behavior. 

 

Children are not born with information about how to meet the social expectations of others.  Just as they 

must explore the physical world to learn from it; so too, they must explore and experience the social world 

before they know what is expected of them.   

 We never leave our children alone.  We supervise our infants and toddlers at all times by sight and 

sound.  As preschoolers mature, supervision by sound is permitted for children using the bathroom.  

If the child is in the bathroom longer than would be expected, the teacher must visually check to 

make sure that the child does not need help or redirection. 

 We have developmentally appropriate expectations, keeping in mind the issues and challenges 

children are dealing with at a particular point in their development. 

 We acknowledge feelings, helping children identify and put words to their many emotions, and 

communicating that all feelings are acceptable. 

 We use positive reinforcement to encourage pro-social behavior. 

 We show them how to do things, not how not to do things. 

 We model appropriate behavior so that they can learn naturally throughout the day.   

 We encourage our children’s autonomy while helping them to learn the limits of their abilities.   

 We respect each child and never use cruel, humiliating, or physical punishment with them.   

 We never use coercion or threats and we never withhold food as a form of punishment. 

 We take into account the children’s developmental levels so that our expectations for their behavior 

are appropriate. 

 We understand that children are not born with the ability to calm themselves once they have become 

excited or overwhelmed so we work with them to develop that skill.  We use a gentle voice, rub their 

backs, breathe slowly with them, and give them ample time to express themselves. 

 

Guidance Strategies Used When Children’s Inappropriate Behavior Must Be Addressed 

 Redirecting – the younger the child, the more effective this is.  Redirecting them to an appropriate 

activity is more effective than simply telling them that something is unacceptable. 

 

 Giving Choices – when children are feeling powerless and, therefore, oppositional, giving them a 

choice of options can be very effective.  For example, it is not a choice to have or not have a diaper 

changed but it is a choice to walk or be carried to the changing table. 
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 Ignoring – if no one is getting hurt and no harm is being done to the environment, ignoring can be 

the best route.  Children sometimes act in ways that they know are unacceptable in order to get 

attention. 

 

 Natural Consequences – sometimes the natural outcome of an action is consequence enough.  For 

instance, if a child fails to put the caps back onto their markers, the markers will dry up and be 

unusable.  This consequence is more meaningful than if an adult yells at them and then goes out and 

buys more markers.  Touching a hot stove also provides a child with a natural consequence. 

 

 Logical Consequences – sometimes it is dangerous and irresponsible for an adult to allow a natural 

consequence to occur.  For example, one would not let a child run in the street and allow them to 

experience the natural consequence of being hit by a car.  The logical consequence for such behavior 

would be disallowing the child to play outside of their fenced-in yard.  Logic: if you cannot listen to 

my words and stay safe, then I will have to keep you safe by imposing this consequence. 

 

 Time Out/Thinking Time – this is used when a child is having a hard time conforming to rules and 

the teacher’s attempts to help them control their behavior when other methods of guidance have 

failed.  This should be used sparingly and as a last-resort.  Before the age of four, this method is not 

very effective because younger children are not capable of understanding why they are sitting in 

time out. As a rule of thumb, children should be expected to stay in time out for as many minutes as 

they are years old. For instance, a four-year-old should not be in time out for more than four 

minutes. 

 

 Children are also indirectly guided through careful classroom arrangement, abundance and variety of 

materials and activities, and appropriate expectations of children’s abilities. 

 

 Adults are Authoritative 

1. Adults expect children to follow the rules. 

2. Children’s questions about “why” the rules exist are welcomed. Explanations are lovingly 

given. 

3. Adults consistently enforce the rules so that the children can learn what is expected of them. 

4. Adults take precautions to never shame or humiliate a child. 

5. Adults model the behaviors that they are teaching the children. 

 

Under no circumstances do we ever use: 

 physical punishment 

 psychological abuse 

 coercion 

 Examples of these are: 

shaking, hitting, slapping, jerking pinching, pulling, humiliating, kicking, cursing at, frightening, 

name calling, withholding affection, rough handling, and forcing or withholding food  

 

Refer to your school’s resource library for examples of appropriate ways to speak to children when their 

behavior is challenging or harmful.  
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Behavior Management Policy 

As stated on page 2 of this handbook, “The Open Door believes that children’s natural curiosity and 

playfulness should be encouraged while helping the children learn to be responsible members of society.  

Positive guidance techniques are used to help the children interact appropriately with each other and with 

adults.  These methods further the children’s feelings of success and enhance their self-esteem.  The Open 

Door staff do not use or permit any forms of corporal punishment, verbal abuse, or humiliating tactics in 

guiding children’s behavior.” 

 

As an inclusion child care center, we dedicate ourselves to helping all children become successful in all areas 

of development.  Child suspension, expulsion, and other types of exclusionary measures have never been 

included in the policies of Open Door Preschools.   

 

Rather, when a child’s behavior becomes repeatedly dangerous or oppositional to positive guidance such as:  

being argumentative, refusing to follow directions; taking items from other children; yelling; or throwing 

items, Open Door staff will use behavior management techniques to assist the child in reengaging and being 

successful with other children and staff.  Some of the techniques used are: 

 

 Redirection 

 Offering positive, appropriate alternative activities 

 Using natural or logical consequences 

 Conferencing with parents or guardians 

 Using the principles of Conscious Discipline 

 

In rare circumstances, a child’s behavior may become extremely disruptive or the child may become a 

danger to themselves, the other children or the staff. 

 

In the case of ongoing challenging, habitually disruptive or dangerous behaviors, Open Door staff will 

collaborate with the parents to create an individual plan for their child.  

 

This plan includes the following steps: 

 Assess the function of the behavior 

 Work with the parents and appropriate professionals to develop an individualized plan of action to 

address the child’s behavior. 

 Include positive behavior support strategies to help the child become successful 

 

Additionally: 

 The behavior plan will be tailored to the child’s specific behaviors and will specify the obligations of 

the school and of the parents.   

 When appropriate, Open Door staff will help link families to community resources.   

 Regular reviews of the plan will occur in team meetings of the Open Door staff and parents, with 

areas of progress and continued need being documented.   

 It is not our policy to ever remove a child from our care due to behavioral issues; however, failure of 

parents to meet the obligations under the behavior plan may result in the child being withdrawn from 

Open Door Preschool.  All decisions are made according to the NAEYC code of ethics and in the 

best interest of the child. Open Door will make a sincere effort to help families find alternate child 

care and community resources. 

 Open Door Preschools complies with federal and state civil rights laws. 
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Safety through Appropriate Group Sizes and Teacher–to-Child Ratios 

 

Crucial to a safe and enriched environment for children are group size and teacher-to-child ratios.  The 

following chart shows the recommendations of the National Association for the Education of Young 

Children and the ratios and group sizes at Open Door. 

Locations, Tuition, Deposits and Enrollment 
The Open Door has three preschools: 

 

Open Door Central                           Open Door East                Open Door M Station 

1717 West 10th Street                  3804 Cherrywood Road          2918 East Martin Luther King 

Phone: 477-9632                         Phone: 481-0775                     Phone:  610-7383                        

Fax: 477-4156                                    Fax: 481-0808 

 
Open Door Central is open Monday through Friday from 7:30 a.m. to 5:30 p.m. Open Door East and M 

Station are open from 7:15 a. m. to 5:45 p.m. 

 
Each of the schools maintains its own waiting list. There is no fee to be put on the waiting list. Current Open 

Door families are given priority enrollment. 

 
When a family is given a guaranteed start date, the parent or guardian must provide a $150 deposit (same 

amount for both full-time and part-time) to reserve the spot. There is a $30 registration fee within the $150 

that is non-refundable. They must also sign an agreement form which states the start date. If a family decides 

to cancel or defer enrollment, the deposit is forfeited. Deferring enrollment entails returning to the waiting 

list and again providing a deposit once a new start date is given. The spot will be held if the family opts to 

pay full tuition until the spot would be used. The deposit is waived for families on sliding scale, CCMS or 

another outside funding source. The deposit, if the child is enrolled, is refundable at the end of the child’s 

tenure at Open Door, provided that at least one month’s notice has been given and the family is current on 

tuition and other fees. 

 
Spots will not be guaranteed for families who remove their children temporarily from the program (e.g., 

during the summer) unless tuition is paid in full for that period or a spot is filled temporarily by another 

child. If tuition is paid in full for the leave period, that space is reserved. If the spot is filled by another child 

during the leave period, a $150 non-refundable reservation fee (per child) is required to guarantee re-

enrollment. If a family removes a child from the program and does not continue to pay full tuition or pay the 

reservation fee (if the spot is being temporarily filled), re-enrollment is contingent on availability of a spot. 

 
We require payment of each month’s tuition in full on the first of the month (unless other arrangements have 

been agreed upon in advance). We charge a $10.00 late fee after the fifth of the month. We also charge 

$20.00 for any check returned by the bank for insufficient funds. There are no refunds for absences or 

vacations. No spots will be held for a non-paid absence from the school (such as during the summer months). 

 

Full tuition is due for months (December and March) when we close for winter and spring breaks. 

Tuition may be paid by check or money order and can be mailed to the office or placed in the tuition box 

provided at each site. We strongly discourage cash payments. Upon request, Site directors will provide 

receipts for all tuition payments. 
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School Calendar and Hours 

Open Door Central is open from 7:30 a.m. – 5:30 p.m. Open Door East and Open Door M Station are open 

from 7:15 a.m. – 5:45 p.m. It is important that children arrive by 9:00 a.m. so that they may participate fully 

in the morning program as well as any morning field trips. 

 

Our school pick-up policy is designed to protect the children and requires that children be released only to 

their parent(s) or other person(s) specifically designated in the Child Care Enrollment Forms. Parents should 

notify the staff whenever someone other than a parent will be picking up the child. The staff checks the 

photo ID of anyone unknown to them who is picking up the child, even if the parent has given their 

permission. The parent (or designated pick-up person) is required to sign the child in and out. If you have an 

emergency that delays your arrival in picking up your child, please call the school. There is a fee of $1.00 for 

each minute after closing time that the parent is late. Mid-day pick-ups are also subject to a late fee. (Staff 

members who remain to care for the child after closing should be paid immediately for that care.) Please be 

mindful of parking spaces for individuals with the disability plates or placards and fire zone spaces.  

Unauthorized vehicles will be towed from these spaces. 

School Closings 

Labor Day 

Thanksgiving (Thursday and Friday) 

Winter Holidays (two weeks to coincide with most of the AISD break) 

Martin Luther King, Jr. Day 

Spring Break (five days to coincide with AISD break) 

Memorial Day 

Independence Day (or the weekday closest to a July 4 that falls on a weekend) 

2 staff training days (one in the fall, one in the spring) 

 

Closings due to Weather 

 

The executive director, after consulting the site directors, will decide by 6:00 a.m. if schools will open late or 

be closed for the day (or remain open) due to inclement weather or travel conditions. Site directors or their 

designees will contact teachers and parents via email, text, or phone of the decision. Parents should check for 

emails and texts whenever there are adverse weather conditions.  Please be sure to give us updates regarding 

any changes to your e-mail address so that you can get these notices.  

Summer Program 

The East School has a summer program for children ages 7-12 years. The program runs from approximately 

the beginning of June to mid-August, depending on the AISD calendar. 

 

During the summer months, all classes have water play. This includes shallow wading pools, sprinklers, and 

sensory activities. Please check your enrollment packets for details and permission slips. The Open Door 

follows DFPS minimum standards regarding supervision and safety during swimming and water play. 

 

We also require that you provide your child with swimsuits, towels, sunscreen and bug repellent. Please 

speak to your child’s teacher about any special circumstances (e.g., being unable to go underwater because 

of ear tubes). 
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Safety and Health Policies 

 
Sleep Policies 

 
Child care licensing requires us to provide 2 hours daily of rest/nap time for all children.  Children who do 

not fall to sleep are allowed to participate in a quiet activity such as reading books.   

 

Infants 

 

Infants set their own sleep schedules.  When placed in their cribs to sleep, they are placed lying on their 

backs.  We cannot honor a parent’s wish for their child to be placed on their stomach to sleep UNLESS we 

have a doctor’s note explaining the medical reason for doing so.  No items are allowed in cribs with infants 

during napping; this includes, but is not limited to blankets, toys, plush toys, pillows, and music boxes. 

 

Medications 

Signed permission slips are required for all children needing medication while at the center. Exact 

instructions about dosage, time and days for giving the medication must be noted on the chart found in your 

child’s classroom or in the office. All medication must be in the original container. Prescription medications 

must be in the original container and prescribed by a physician for the use of the specific child.  All 

medications are stored in a locked box out of reach of the children.  Medications may never be kept in a 

child’s cubby or lunch box.  Epi-pens are stored out of reach of the children but unlocked so that in case of 

an emergency, they can be immediately reached by the teacher.  Only staff who have been trained to do so 

can administer medications. 

Illnesses 

 
Open Door does not have the facilities to care for sick children. Children should not be brought to school 

when they are too ill or uncomfortable to participate in the normal daily activities (including outdoor play). 

Children who become sick at school must be picked up from school as quickly as possible to avoid exposing 

other children. 

It is Open Door’s policy that children must be sent home if they have:   

 a fever of 100.4 or higher taken orally or 99.4 or higher taken under the arm;  

 unexplained diarrhea; vomiting;  

 unexplained rashes;  

 general inability to participate in school activities;  

 discharge from or crusting of the eyes;  

 excessive coughing. 

 

If your child contracts a contagious disease, please call the staff so that we can remain informed and respond 

appropriately to the other parents. The staff appreciates your calling to explain any absence – we miss your 

children when they are absent and are concerned if we don’t know why.  Children must be fever-free, 

typically 98.6; and symptom-free, no diarrhea, vomiting, greenish discharge, etc. for 24 hours before 

they can return to school. The only exception is when an ear infection has been diagnosed and the 

child has been on antibiotics for at least 24 hours. 
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The guidelines detailed above will be used to evaluate your child at school. When a staff member calls to say 

your child needs to be picked up, please do so as quickly as possible. If you have questions concerning the 

legitimacy of the call, please speak to the director about it at another time. Staff may call a parent to alert 

them that their child is not feeling well even though the parent is not required to pick up the child at that 

time. Some parents choose to pick up their child at these times while others appreciate being informed that a 

visit to the doctor might be needed.  

We want to provide all of our children with a safe and healthy environment while they are here at Open Door 

and appreciate your cooperation towards that goal.  As per the Department of Health and Human Resources’ 

Lone Star Guide for Healthy Child Care, children who have the following illnesses are not allowed to attend 

school: 

Chickenpox 

 Must exclude until all lesions are crusted over. 

 Lesions are usually covered over by about 6 days. 

 Avoid exposing infants and persons with impaired immune systems. 

 Parents and other child care staff should be notified of the outbreak. 

 

Diarrhea 

 If a child has two or more watery stools in a 24-hour period, the child should be excluded until 

released to return by the child’s health care provider. 

 If the child continues to have diarrhea, the child cannot return until the parent provides a statement 

from the child’s health care provider stating that the diarrhea is not contagious. 

 

Fifth Disease 

 Symptoms do not occur until one or two weeks after exposure and include: low grade fever, 

tiredness, red rash on the cheeks (lacy and maybe itchy) which can extend to the body, and in adults, 

arthritis or joint pain 

 Cannot attend as long as fever is present 

 

Giardiasis 

 Symptoms include frequent, loose, pale, greasy stools (often foul smelling), with gas, bloating, 

cramps, fatigue, and weight loss. 

 Children should be excluded until diarrhea stops. 

 

Hand, Foot, and Mouth Disease (Coxsackievirus) 

 Exclude child only if he/she is too sick to participate in normal child care activities 

 Spread through sneezing, coughing, and direct contact with feces. 

 

Head Lice 

 Child should be excluded until after one treatment with medical shampoo, cream or other substance 

recognized to rid one of lice. 

 Child must be nit-free before returning to school. 

 

Impetigo 

 Caused by strep or staph. Starts as a bite or scratch that becomes infected. It begins as a reddish 

bump or spot that oozes a yellow cloudy fluid. 

 The child should be excluded until 24 hours after beginning treatment. 
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Influenza 

 Symptoms include: headache, high fever, chills, sore throat, cough, and body aches. 

 Child should be excluded from care until fever subsides. 

 

Pinkeye 

 Inflammation of the mucous membrane that lines the eye lid. 

 Children should be excluded from care for at least 24 hours after beginning treatment with 

antibiotics. 

. 

Pneumonia 

 Must be excluded from care until fever subsides or readmitted with the permission of a health care 

provider. 

 

RSV (Respiratory Syncytial Virus) 

 Staff and other children with cold symptoms should avoid contact with infants. 

 

Ringworm 

 If a pet has it, the animal should be treated and healed then washed before children handle it. 

Children should always wash their hands after petting animals. 

 Children with ringworm may be at school after effective treatment has started. 

Roseola 

 High fever (up to 106) that breaks before the rash appears. 

 The child can return after the fever and rash have gone and the child is well. 

 

Scabies 

 Child can return to school one day after treatment has started. 

 

Strep Throat/Scarlet Fever 

 Strep on the throat and scarlet fever on the skin. 

 Children can return to school 24 hours after treatment has begun or until there is no fever. 
 

Policy on Vaccinations for Children and Staff 

 
Recent outbreaks of measles nationally and an increased incidence of whooping cough in Texas have 

underscored the importance of vaccinations in young children.  Throughout the country, same parents have 

chosen not to have their children vaccinated, contrary to the recommendations of the American Academy of 

Pediatrics, as a matter of personal choice. Children who are not vaccinated for medical or any other reason, 

must furnish a signed affidavit per child care licensing standards.  If the percentage of such children is more 

than 5%, there may be a public health risk that could affect the health and safety of other children with 

whom they have contact. 

 

Open Door serves infants who are too young to be vaccinated and a few children who are on a delayed 

vaccination schedule for documented medical reasons.  Those without vaccinations could put these 

vulnerable children at increased risk.  If you are having difficulty obtaining immunizations for your child, 

ask your school’s director or family services coordinator for help.  We are happy to provide you with 

resources available in our community. 

 

 

* 
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Immunizations Schedule 

 
The immunization schedule for infants begins at one month. Recommended immunizations for age groups 0-

6 are: 

1-2 months: one dose HepB vaccine; one dose Rota vaccine; one dose DTaP vaccine; one dose Hib vaccine; 

one dose Pneumococcal vaccine (PCV); one dose polio vaccine (IPV) 

 

4 months: one dose Rota vaccine, one dose DTaP vaccine; one dose Hib vaccine; one dose PCV vaccine; one 

dose IPV vaccine 

 

6-18 months: one dose HepB vaccine; one dose Rota vaccine; two doses DTaP vaccine; one dose Hib 

vaccine; two doses PCV vaccine; one dose IPV vaccines; begin annual Influenza vaccine; one dose Measles, 

Mumps Rubella vaccine (MMR); one dose Varicella vaccine; begin two doses HepA vaccine at 12-23 

months 

 

19-23 months: continue annual Influenza vaccine; complete HepA vaccine series (two doses 12-23 months) 

 

2-3 years: catch up any missed HepB and Hib vaccines; continue annual Influenza vaccine 

 

4-6 years: catch up any missed HepB and Hib vaccines; one dose DTaP vaccine; one dose IPV vaccine; one 

dose MMR vaccine; one dose Varicella vaccine; continue annual Influenza vaccine 

Guidelines for Other Conditions or Situations 

Lice: Children with lice may return only after special shampoo has been used and all live nits have been 

removed, as verified by the site director of designated staff. 

 

Allergies: Parents should provide the school with a list of all known allergies. Please talk with your child’s 

teacher about symptoms and any signs to be alert for. 

 

Emergencies: In the case of critical illness or injury, your physician will be contacted for instructions and 

you will be contacted as quickly as possible. If you or your physician cannot be reached, the child will be 

taken to the Emergency Room at Dell Children’s Hospital. EMS will be contacted when appropriate. 

 

The Texas Department of Health and Human Services (DHHS) and DFPS also require that children aged 

four years and above receive hearing and vision screening, which may be provided onsite. 

 

Pets 

 

Any classroom pets are required by DFPS to be certified in good health by a qualified veterinarian. The same 

criteria applies to family pets who may be brought to visit the school (e.g., as a “show and tell” opportunity). 

The pet may not simply be dropped off at the school and left for the day. 

Field Trips 

Field trips are a fun part of the Open Door program. Notices about field trips will always be posted at least 

48 hours in advance of the trip. Parents are required to sign a permission form so that their child will be able 

to go on the field trip. Please talk to your child’s teacher about field trip schedules and where to look for the 

permission form. 
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Open Door has 2 15-passenger vans, which are used for most field trips. Occasionally, several classes want 

to take a field trip on the same day.  When that occurs, we ask for parent volunteers to drive their cars for the 

trip. All children will be strapped into a seat belt or car seat during field trips, whether they are in the school 

van or in a private vehicle. 

Because the field trips are very exciting for children, they are a wonderful topic of discussion for you and 

your child. Children often have trouble discussing what has happened during a routine day, so field trips 

offer the opportunity to engage your child in an interesting conversation. 

 

Clothing and Other Supplies 

Children should be dressed in play clothes appropriate for the season and the weather conditions. Please keep 

in mind that your child may be involved in very messy activities at school. The teachers try to take 

precautions to protect the children’s clothing, but our first concern is that the children enjoy the activity, not 

that they keep their clothes clean. Special clothing, those which the parents prefer remain in good condition, 

is not appropriate for school wear. 

 

All children should have at least one change of seasonally-appropriate clothes at school at all times. It is 

important that the parents bring enough extra clothes to last the entire day – i.e., for some children, one 

change will last a whole week while for others this may mean enough for four or five changes a day. Please 

evaluate your child’s needs realistically and furnish enough clothing. All items should be labeled with the 

child’s name to avoid loss or confusion.  

 

Open Door accepts both cloth and disposable diapers. Parents who use cloth diapers need to bring an outer 

covering or liner and plastic bags for the soiled diapers. 

 

Parents provide crib sheets and blankets for children in the Infant Room. It is the parent’s responsibility to 

make up the child’s crib each Monday and launder the bedding at the end of the week. Other children need a 

small sheet and blanket. They are welcome to bring a small pillow or stuffed animal for naptime.  

Meals and Nutrition 

Open Door believes that nutritious foods are critical to the healthy growth and development of our students.  

Children learn and play best if their nutritional needs are met.  Therefore, we have a very strict policy of only 

allowing and serving nutritious foods and do not allow foods providing “empty” calories.  Children need 

healthy fuel to develop strong bodies and minds.   

We also strongly encourage parents to try to avoid sending processed foods (Lunchables, Chef-Boyardee, 

Raman noodles, etc.) and foods with artificial dyes, sweeteners, and high-fructose corn syrup.  Check labels 

for the saturated fat, added sugar and sodium contents of foods.  Whole-grain breads and pastas, fresh fruits 

and vegetables, and freshly prepared, non-processed foods are best. 

For clarity, here is a list of foods that are NOT allowed at Open Door: 

 Any packaged foods where sugar or a sugar product is in the first 3 ingredients. 

 Candy 

 Cookies 
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 Chocolate 

 Gum 

 Drinks containing sugar 

 Most types of chips (Cheetos, Doritos, Funyons, Pringles, Fritos, Pork Skins, Potato Chips, etc.) 

 Cakes, pastries, doughnuts, etc. 

 Sugared cereals 

 Sugar Sweetened milk 

 Sugar free desserts (Sugar free Jell-O, pudding, yogurt, etc.) 

Please note that if any of these types of foods are sent to school, the staff will not serve them to your child 

and they will be returned home. 

Many parents have questions about these specific foods that ARE allowed: 

 Pretzels 

 Fruit leathers (and similar items) that are made with 100% real fruit. 

 Granola Bars (not candy filled) 

 Non-sugar Cereal 

 Yogurt (non-candy or sugar added flavored) 

 

We know that it can be challenging to provide a nutritious and affordable meal that your children will want 

to eat, day after day.  We want to work with you to ensure that your children receive the protein, vitamins, 

minerals and carbohydrates they need to remain healthy.  Please talk with your child’s teachers, the social 

worker, or director if you need ideas of easy, affordable healthy meals to send. 

 

A great online resource is the USDA’s “choose my plate” website.  It is full of information about nutrition 

guidelines, healthy meals, education resources, and more.  The address is www.choosemyplate.gov 

Snacks 

Each day, Open Door will provide 2 nutritious snacks to all of our children who are not in the baby room (up 

to 12 months of age); one in the morning and one in the afternoon.  Our goal is to serve snacks that provide 

foods from various food groups.  We try also to expose children to new foods and different tastes.  Each 

school posts its weekly snack menu, so please feel free to look at it and ask any questions.  We use the 

http://www.choosemyplate.gov/


18 

 

Open Door Preschool Parent Handbook Rev. 6-3-19 

 

guidelines as stated in the Texas Department of Family and Protective Services Manual of Minimum 

Standards for Child Care Centers to determine the types and amounts of food we serve for snack. 

 

Other Important Nutrition Related Guidelines 

 Parents of children ages two months to one year old must provide all of the food their child requires 

for the day. 

 We encourage and support breastfeeding mothers.  They are welcome to feed their children at school 

as much as they are able.  If you need to breastfeed at the end of the day, please make sure to arrive 

early enough so that your child will be able to leave when the school day ends. 

 Please send your child to school with a refillable water bottle every day.  In addition, you may send 

your child to school with milk to drink. 

 Certain classrooms have refrigerators, others do not.  Please talk with your teachers about the 

facilities that are available in your room and make sure that when necessary, you send lunches in a 

bag that can keep items cool and safe for eating. 

 Certain Classrooms are PEANUT or NUT FREE because a student in the class has a nut allergy.  If 

your child is in one of these classrooms, we ask that you not send any peanut products, peanut butter 

or nut products to school.  PEANUT-FREE or NUT-FREE classroom signage will be displayed. 

 Please use plastic or metal containers to avoid the danger of broken bottles, bowls, or plates. 

 Please remember to label everything. 

 Please remember that the teachers are helping many children eat their meals.  Foods should be sent 

as “ready to eat” as possible (for example, already peeled and cut into bite sized pieces if necessary). 

 Due to the toxic chemicals released when plastic containers are heated in the microwave, we will not 

be able to heat foods sent in plastic containers.  If you want to send your child with a hot lunch, you 

should send the food in a thermos or you can use glass containers.  Please inform your school 

director if you cannot afford a thermos as we can provide one for you.   
 

Volunteers 

 
As a non-profit organization, we utilize volunteers from the community to enrich our program.  This includes 

students from universities and colleges in the Austin area.  For everyone’s safety, we run criminal history 

checks on all volunteers.  These individuals are never left alone with your children; they are supervised at all 

times by our regular teaching staff. 

 

Updating Information 
 

The information that you provide us regarding your contact information and the information for who we 

should contact if we cannot reach you in an emergency situation is critical to our ability to care for your 
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children.  If you or your emergency contacts have changes in your information, please let us know 

immediately.  In September, we provide all families with forms to update information. 

 

The Use of Pesticides 

 

As part of our commitment to provide your child with a safe, pest-free learning environment, Open Door 

Preschool may periodically apply pesticides to help manage insects.  Pesticide applications are part of our 

integrated pest management program, which relies largely on non-chemical forms of pest control.  Pesticide 

applications at Open Door Preschool are made only by trained and licensed technicians.  We arrange to have 

our pesticide applications done while the children are not in attendance.  A “Notice of Pest Control 

Treatment” sign is placed on the front door after applications.  In order to provide for the children, the safest 

environment possible, we do not use any additional forms of chemical pest control. 

 

Emergency Preparedness 
 

Our schools all have regular fire and hazardous weather drills.  In each classroom, there is an emergency exit 

map and each classroom is assigned to a specific evacuation area outside.  Adults and children move to the 

safest place in the building in the event of a hazardous weather warning.  In the event of the need to evacuate 

the property all together, each school has an evacuation destination.  Check with your center for information 

about the evacuation site for your particular Open Door Preschool. 

 

Door Codes 
 

The main entrances to all of our schools are only accessible via an access code.  The access code is given to: 

teachers, administrators, and families upon enrollment.  We ask that you protect our schools by not sharing 

our access codes with anyone.  Each school has its own access code. 

 

Child Abuse Prevention and Reporting 

 

All of our teachers receive annual training on detecting and reporting child abuse.  If a teacher suspects that a 

child in our care is being abused or neglected, they immediately bring their concerns to the director and/or to 

the family services coordinator.  Once the concern has been expressed, a group composed of the director, the 

child’s teacher, the person expressing the concern, the family services coordinator, and any other person who 

interacts closely with the child in question, meet to discuss the situation.  Based on the concerns and 

evidence presented, the decision is made to report or not to report the situation to Child Protective Services 

(CPS).  If the decision is not to report, then a log of all signs of possible abuse or neglect of that child is kept 

in order to establish any patterns or symptoms of abuse or neglect.  If the group decides that there is no 

reason to report at the time but the person who originally expressed the concern still feels that the child is in 

danger, it is that person’s responsibility to make a report to CPS.  There are no negative consequences for 

reporting but administration wants teachers to alert their school’s director before filing a report with CPS.  If 

you have any questions regarding this policy, please feel free to talk with us about them. 

 

Child Abuse Hotline 1-800-252-5400 

 

When a Teacher Has Been Accused 

 

If a staff member has been accused of harm to a child (physical, emotional, sexual, neglect), Open Door may 

decide to suspend the employee with or without pay while an investigation is conducted.  Suspension will 

last until the administrative staff determines that a thorough investigation of the alleged misconduct has been 

made.  At that point, the administrative staff will determine what the status of the employee’s position with 

Open Door Preschool will be.  All such suspensions are reported to the Open Door Board. 
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Parent Participation 

Communication 

Each school has a parent bulletin board for important program information; each child has a personal cubby 

and/or file folder, which may also contain newsletters, notes or notices; and each school maintains a file of 

parent e-mails to send electronic communications. Parents are reminded to check each of these places daily 

in order to keep informed and up-to-date about plans and changes. These notices, notes and newsletters will 

also inform you of any personnel, policy, or other changes you should know about our school. Parents 

sometimes choose to communicate with one another and with the school via e-mail. 

Parent Meetings 

The schools have several parent meetings and/or events each year. Some events are designed specifically for 

the children while others are more adult oriented. These events provide the opportunity for parents and staff 

to get to know one another and for the parents to socialize. It is important for parents to participate in these 

events as we try to foster our sense of community. 

Staff Meetings 

An important aspect of the Open Door program is the regular staff meetings. These meetings provide staff 

with time to discuss program issues, to exchange information about the children and to receive specialized 

training.    

Conferences 

We believe that there should be ample opportunity for parents to talk to staff about their children and, 

therefore, our doors are always open to parents for visits and comments.  If you need to have a serious or 

extended discussion concerning your child, we ask that you schedule a time to talk to the teacher without 

your child present.  We have two regularly scheduled parent conferences per year.  However, at any time you 

may request a conference with the teacher or the teacher may request a conference with you. Parent 

Conferences are an excellent way to exchange information about the children and plan for their continued 

success.  It is extremely important that you attend these meetings in order to get the most out of your child’s 

early educational experience. 

If there are any disagreements about how we are serving your children, please feel free to discuss them with 

us.  If there are differences that can not be resolved peacefully, the teachers will terminate the discussion and 

reschedule the meeting with a third party present. 

Parent Involvement 

The cost of providing care exceeds the amount parents are charged in tuition. One way we are able to keep 

tuition lower is by involving the parents in helping with the upkeep of the school. Donations of supplies 

(crayons, washable markers, stickers, glue, surplus paper, computer paper, baby wipes, tissue, paper towels, 

juice, crackers, etc.) are always appreciated. Some parents choose to make a monthly donation to the supply 

fund for the purchase of new toys and equipment. All these donations help the school continue to provide the 
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highest quality of care at the most reasonable price possible. All donations beyond tuition are tax-deductible 

(the Open Door’s Tax ID # is 74-1834374). 

 

Parents also help on workdays scheduled twice each year. These days are usually devoted to major 

maintenance tasks such as painting, repairing toys and shelves, repairing playground equipment, spreading 

sand, and major cleaning projects. Not only do these workdays help keep the schools in the best condition 

possible, they also help the children realize that their school is important to their parents as well as to their 

teachers.  

 

Our doors are always open for families to visit their child/children at any time during regular hours. We urge 

parents to consider the impact their visit may have on their child/children. We do discourage families from 

visiting during naptime. Please talk with your teacher about any concerns regarding visits or if you would 

like to participate in a particular lesson with a class. 

 

In addition to serving on the Board of Directors, parents are welcome to serve on Board committees. The 

Board and the Executive Director participate in many fundraising activities throughout the year, but their 

efforts often need to be supplemented by the parents. The school usually sponsors two fundraisers, in the fall 

and again in the spring. The parents are essential partners in each of these events. We strongly encourage all 

parents to participate either by donating time, goods or money. 

Parent Questions and Social Worker/Family Support Coordinator Availability 

If you are experiencing a conflict regarding some aspect of our program or you have questions or concerns 

about the program, please be sure to talk with your child’s teacher. If you need more information, the site 

director is available to meet with you to discuss your concerns. Some policies and questions may need to be 

directed to the Executive Director who can be reached at 481-0775. Please feel free to call on the Executive 

Director whenever you have a concern the site director is unable to address fully. The Board of Directors is 

also available for hearing concerns; they reserve time for parent communication at each board meeting. The 

Secretary of the board has been designated as the contact for parents with problems or concerns. A list of 

current board members is available at each school. 

 

We have part-time Family Support Coordinators/Social Workers at each school who are devoted to serving 

the needs of all the families at Open Door.  They can provide parents with information and referrals, family 

support, emergency food and clothing.  They are also available to help parents through the process of 

applying for subsidized tuition or emergency assistance.   

 

Email is often the most efficient means of communication: 

Executive Director: elsner@opendoorpreschool.org 

Open Door Central: missy@opendoorprescool.org  

Open Door East: east@opendoorpreschool.org 

Open Door M Station:  serenahill@opendoorpreschool.org 

Program Structure 

Open Door is operated by Project Normalization, Inc., a non-profit corporation governed by a volunteer 

board of directors. The board meets at least seven times a year and includes interested community members 

as well as parents. The board is a policy making body which is also responsible for the school’s financial 

management. 

mailto:elsner@opendoorpreschool.org
mailto:missy@opendoorprescool.org
mailto:east@opendoorpreschool.org
mailto:serenahill@opendoorpreschool.org
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The Executive Director heads the organization and reports to the board. The administrative team works 

together to ensure that the program functions smoothly on a day-to-day basis. They meet monthly to share 

information and address common concerns. 

 

United Way supports Open Door financially as do private foundations, corporations, a bingo hall that Open 

Door is a partner in with 4 other nonprofits, and individual contributors. Parents help with several 

fundraising events each year. However, the organization is funded primarily by parent tuition. These tuition 

payments are used to pay staff salaries and benefits, rent, insurance, utilities, and education materials. 

 

Babysitting Policy 
 
We understand that when you need child care in your home, you want someone that you can trust to care for 

your children.  In that situation, many parents turn to their children’s teachers.  Our teachers often care for 

children after hours in their homes and prefer to care for children that they already know and have an 

attachment with.  It is a win-win situation.  Many centers, however, do not allow their teachers to care for 

their “school children” after school hours.  We do allow our teachers to offer child care to our families but 

the parents must sign our babysitting policy form first.  That form states, “. . . . Be it known, however, that 

such arrangements are made exclusively between the family and the staff member in their individual 

capacity.  Open Door assumes no liability for any actions taken by their employees or staff outside of their 

capacity as an employee of the school. 

 

Prior to such babysitting or child care arrangements being made, the parent and/or legal guardian of the child 

must execute the release of liability below acknowledging their consent to hold Open Door harmless for any 

harm that should occur during the commission of such services.  Failure to do so shall place the employee 

and/or staff member in violation of the terms of their employment.” 

 

If you want to hire one of our teachers for home child care, please ask the teacher or an administrator for the 

Babysitting Policy form to sign. 

 

 

Confidentiality 
 

Our children’s files contain confidential information about their: health and health records; social-

emotional environment; family composition; family child rearing practices; and permission from 

parents for their children’s participation in certain events and activities.  The files are kept in a 

locked file cabinet in the office.  Administrators have unlimited access, and teachers have access to 

these files upon request.  Upon request, parents can review their children’s files at any time.  The 

only other individuals who may see your children’s files are regulatory authorities such as Child 

Care Licensing or the Department of Family and Protective Services. 

 

Texas Department of Family and Protective Services Information 

The most recent copy of Minimum Standards for Licensed Child-Care Centers required by the Department 

of family and Protective Services (DFPS) is available in the office. Child Care Licensing can be reached at 

(512) 908-9610, P.O. Box 15995, Austin, Texas, 78762. www.dfps.state.tx.us 

 

Child Abuse Hotline 1-800-252-5400 

 

http://www.dfps.state.tx.us/


23 

 

Open Door Preschool Parent Handbook Rev. 6-3-19 

 

We welcome your comments, suggestions or questions at any time. 

Thank you for entrusting your children to us. 

 

 

 

 

 

 

 

Receipt of Written Operational Policies/Parent Handbook 

 
I acknowledge receipt of the operational policies including those for: 

 discipline and guidance 

 procedures for release of children 

 illness and exclusion criteria 

 medical causes for disallowing attendance 

 procedures for parental notification 

 procedures for handling medical needs 

 procedures for dispensing medications 

 immunization requirements 

 hearing and vision screening requirements 

 procedures for expressing concerns or questions 

 opportunities for parent participation 

 meals and snacks 

 sunscreen and insect repellent use 

 hours, days, and months of operation and holidays 

 

 

 

_______________________________________________________ ___________   

Signature of Parent or Legal Guardian      Date 


