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Welcome! 

Welcome to the Missoula Community School (MCS), located in the heart of Missoula! We are an 

independent early childhood school with a focus on progressive education. MCS offers creative and 

nurturing part-time and full-time programs for children ages 2-6, and a welcoming and collaborative 

environment for parents and families. MCS strives to provide children with developmentally 

appropriate opportunities to participate in an interdependent and interactive community. 

Classrooms weave in mindfulness based approaches as well as a focus on kindness and compassion 

to nurture growth in focus, self-control, self-regulation and empathy. Just as we celebrate each child 

as unique and special, MCS celebrates Missoula as a unique and special place. We rely on the many 

natural and cultural resources of our extended community as an integral part of our curriculum.  

 

Make yourself at home here! Plan to be part of your child’s school; share your passions, help in 

classes, be a guest teacher and spend time getting to know other families and your child’s classmates.  

Trust and good communication between your family and MCS is important as we collaborate in 

creation of a fabulous year for children to truly explore, to unfold their creativity and to expand their 

circle of care. The staff, board of directors and I are so pleased to begin this community learning 

experience with you and your child!  

 

Mission Statement 

Missoula Community School is a learning community inspiring children to explore, create, and care. 

We strive to give each student access to the varied learning opportunities needed to support and 

encourage their growth as joyful learners in an environment that nurtures self-respect and respect 

for others.  

 

Spiral of Life 

The symbol for the Missoula Community School is the spiral of life. This symbol is drawn in one 

continuous, unbroken line, and has been used in cultures the world over to represent change, 

evolution and interconnectedness. Here at MCS we foster this interconnectedness by striving to give 

each child a sense of their significance within their classrooms, within their school, within their 

communities, and within the world at large   
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Contacting the School 

MCS Main Office 

(406) 542-2833 

 

MCS Fax 

(406)542-2833 – the person faxing must call the school before a fax can be placed. 

 

Email 

info@missoulacommunityschool.org for general messages 

kristal@missoulacommunitschool.org for Kristal Burns, Director 

megan@missoulacommunityschool.org for Megan Sorg, Assistant Director 

mindfulness@missoulacommunityschool.org for Ashlie Vinion, Mindfulness Coordinator 

 

Mailing Address    Street Address 

P.O. Box 9272     239 S 5th St W 

Missoula, MT 59807    Missoula, MT 59801 

 

Leadership and Staff 

The Missoula Community School is a non-profit educational community, created in the spring of 

2001 by a group of teachers and parents. The school’s founders wanted to ensure a clear and 

accountable organizational structure, in order to establish an educational community with stability 

and coherence that was also flexible enough to evolve and grow. While MCS is not a parent co-op, 

parent involvement is a critical component of the school that helps it run smoothly. We ask that 

each family volunteer in some manner for 2 or more hours during the school year. MCS is governed 

by a Board of Directors made up of no fewer than 5 members and no more than 12. One seat on 

the Board is reserved for teaching staff. New Board Members are nominated by current Board 

members. Board members serve a two-year term, with an option to request re-election to a third 

term if desired. Copies of the MCS bylaws are available on request from the Director. 

 

MCS Board meetings are held at 6pm on the second Tuesday of every other month (excluding the 

summer). Location of the meetings will be determined and posted in advance. Location can be 

mailto:info@missoulacommunityschool.org
mailto:kristal@missoulacommunitschool.org
mailto:mindfulness@missoulacommunityschool.org
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found on the online parent calendar found on the school website. Meetings are always open to 

parents, and input is welcome. Board Meeting agendas and minutes will be available next to the daily 

sign-ins after the fifteenth of the month. As needed, committees will be formed to investigate and 

make recommendations on specific issues.   

 

The school’s director oversees the day-to-day decisions and processes of the school, and works 

closely with all of the teachers, ensuring that the programs of the school work together successfully.  

The director attends all board meetings as a non-voting member.  The director is assisted by the 

assistant director, who can respond to many day-to-day needs and inquiries. Billing inquiries 

should be directed to the assistant director. 

 

The teachers are responsible for the daily work in their classrooms, individually and as a team.  The 

safety, growth, and learning of the children in their care are their focus, and they work together with 

the director to develop and build the school’s curriculum and programs.   

 

2019-2019 Board of Directors 

Board member contact info can be found with the school directories handed out in September. 

Kirsten Kuhnle (President)   Clark Tower (Treasurer)   Sara Jones (Secretary)   

Melissa Lanman  Shoren Brown    Erin Saldin 

Meredith Lease  MaryPat Hertz    Jake Birch  

      

2019-2020 MCS Staff 

Lead Teachers: 

Nicki Wood   Lesa Setters   Robin Bryne  Ashlie Vinion 

Maddie Christensen  Danielle Wright  Kasey Davis 

 

Teaching Assistants 

Gabby Keller   Samantha Toundaian  Bryan Wood 

Kelly Byard   Brooke Heckeroth       
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Office       

Kristal Burns, Director    Megan Sorg, Assistant Director  

 

Mindfulness at MCS 

MCS is a Mindful School. Along with the mindful-based practices that are already a part of the 

school’s routines and traditions, children will participate in intentional mindful lessons. These 

lessons will work to intentionally address the skills that develop the above listed benefits. Parents 

will be provided opportunities to learn how to foster these skills at home through a parent 

workshop/discussion group and regular communication as to what we are learning in the classroom.   

Ashlie Vinion is our mindful coordinator and will be taking activities into each classroom on 

Fridays. Children who do not attend on Fridays will receive mindfulness lessons weaved into their 

class days from their lead teachers. 

 

Mindfulness means “paying attention in a particular way; on purpose, in the present moment, and 

non-judgmentally” (John Kabat-Zinn). Being mindful means having a calm awareness of your own 

feelings, actions and functions.   

 

MCS has been fortunate to have current and past teachers on staff who practice mindfulness and 

who have brought this philosophy into their classrooms. This shows through daily routines, 

practices and approaches, including the use of the mindfulness bell, mindful eating, the space place, 

and thankfuls. These practices work to organically grow the skills of attention, balance, compassion 

and resilience.   

 

Interlacing mindful practices and experiences in the classroom setting has many benefits, including 

but not limited to the continual development of: 

▪ Self-awareness 

▪ Self-regulation 

▪ Conflict resolution skills 

▪ Empathy and compassion 

▪ Focus  
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Mindful-based practices in the classroom help teachers build positive relationships with each child, 

forming the foundation for supporting the child’s emerging social/emotional development.  

Children are empowered, building skills helping them to act thoughtfully rather than reactively. An 

environment is created that cultivates flexibility and resiliency in students. Mindfulness also helps 

children approach new experiences with curiosity and an open mind. Attention is not just 

developed, but rather a strong and stable attention. 

 

Working to weave the best of mindful practices in education with early childhood standards, the 

staff at MCS works to make sure experiences presented to children are grounded in the MT Early 

Learning Guidelines. These include specific objectives within the areas of Social Emotional, Social 

Studies, and Language and Literacy.   

 

For more information, visit the mindfulness section on the MCS website. 

 

Fundraising& Other Ways to Give 

Why Fundraising? 

In an ongoing effort to maintain affordable tuition rates, our annual budget relies on fundraising 

events scheduled throughout the year. These events are vital to the success of our program and feed 

directly into our scholarship and teacher training funds, community outreach programs, curriculum 

development and extracurricular activities. MCS parent volunteers, board members, staff and our 

extended community come together to coordinate, facilitate and participate in each fundraiser. 

 

Fall Wine and Coffee Raffle (November tickets sold, Drawing December 2, 2019) 

In this annual fall fundraiser, MCS families are asked to donate bottles of wine and local coffee 

vendors donate delicious coffee. Families are then asked to sell raffle tickets (10 tickets per family) 

for wine and coffee prizes that are awarded in time for the winter holidays. Proceeds go largely to 

curriculum development, extracurricular activities, and teacher training funds. We ask families to 

bring in their donation of one or more bottles of wine to the school during their scheduled early 

visit at the beginning of the school year. Choose a special favorite to donate, or if you don’t have 

one, ask Worden’s, CVS, Liquid Planet or the Good Food Store for a recommendation in the $10-

$20 range. Information will go out in early November for selling raffle tickets, with the drawing in 

early December. The drawing will take place during a Community Monday Night we will be holding 
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at Thomas Meagher Bar.  Prizes are awarded for top ticket sellers and include tickets to the spring 

silent auction. 

 

Annual Year End Letter (December) 

Each year the school distributes an annual letter including; photos, articles, MCS news, and a request 

for yearend charitable donations. It is a fun way for grandparents, alumni and other friends of the 

school to see what is happening this year while also supporting the school. Families are asked to let 

the school know of friends or family they would like added to the mailing list. Families are given 

MCS envelopes to address and have their children decorate. 

 

Spring Silent Auction (February 29, 2019) 

Our most important fundraiser of the year features wine, chocolate and coffee tasting, live music 

and a silent auction of items generously donated from our families and our extended Missoula 

community. This is a fabulously fun springtime celebration of our community, with proceeds 

primarily going to our scholarship fund. Each family is asked to donate or solicit a raffle item. Items 

donated include services (past examples are homemade breakfast delivered to you, hula party, 

gardening at your home), goods (past examples include homemade kids skirt, jewelry, framed art), all 

around fun packages (past examples include night out package, parent-kid date package, treat 

yourself right package), and nights away (past examples include Family Fun Night at Fairmont, 

weekend at beach house on Cannon Beach). MCS families past and present, and community 

members who just want to enjoy a fun Missoula evening, come together to support the school. We 

typically also offer very affordable childcare through Bitterroot Gymnastics. The Spring Silent 

Auction is many people’s favorite night of the MCS school year!  

 

Did you know there are many ways to designate MCS as a recipient of funds that come from 

your everyday purchases?  These ways include: 

 

Support MCS while purchasing groceries from the Good Food Store 

The Good Food Store generously partners with organizations like MCS to create a win-win 

fundraising opportunity. Families simply purchase the groceries they would normally purchase and 

MCS receives 3% of all sales. Before you run your payment, simply ask the cashier to have your 

purchase support the Missoula Community School and give them our number, 888. Be sure to give 
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them the number before you run your payment; they aren't able to go back after the payment has 

gone through.   

 

Designate MCS while shopping AmazonSmile 

Amazon will donate 0.5% of the price of your eligible AmazonSmile purchase to MCS whenever 

you shop AmazonSmile. Shop at smile.amazon.com, and you’ll find the exact same low prices, vast 

selection and convenient shipping experience as Amazon.com, with the added bonus that Amazon 

will donate a portion of the purchase price to MCS. Use your web browser or mobile device (even 

add a bookmark to AmazonSmile ), and use your existing Amazon.com account information. All 

your settings (shopping cart, wish list, etc) will remain the same. On your first visit to AmazonSmile, 

you will need to select MCS to receive donations before you begin shopping. Your selection of MCS 

will be saved, and then every eligible purchase you make on AmazonSmile will result in a 

donation.  It’s just that easy! 

 

Bring in your empty ink and toner cartridges 

Any empty ink or toner cartridge can be recycled for Staples credit. Drop off your empty cartridges 

at Staples and request that the credit be given to the Missoula Community School. You can give 

them our phone number to look up our account (406) 542-2833.   

 

Communication 

Webpage and Weekly Updates – Classrooms will have a private page hosted through our 

webpage.  Teachers will update this weekly with notes outlining some of the past week’s activities 

and things coming up, as well as pictures.  This will replace the previous weekly email.  This page 

will also help keep you posted on upcoming events and things to note.  Teachers will check their email 

once a day so that their attention can remain on the children.  Please allow 24 hours for a response.  The same is true 

for the office.  Depending on the immediate needs of the school, please allow 24-48 hours for email to be responded to. 

 

News and Notes – Bi-monthly the office will email an update on school activities, field trips, 

important messages, reminders, and needs. It is important to read these so that you stay informed of 

changes, updates and important information. We use a platform called Constant Contact when 

sending newsletters which some people find will cause their email accounts to classify the 
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newsletters as spam. **If you are not receiving these emails (and they are not in your spam folder), please alert the 

office via email, so we can verify we have the correct email address for you. 

 

Parent Pockets - Each family has a pocket with their child's name on it to the right of the front 

office. The office will send home paperwork and other important information throughout the 

school year to keep you in the loop on fundraisers, events, and other activities. Be sure to check 

your pocket regularly to make sure you don't miss anything.  

 

MCS Talk Book – This is a communication tool for daily parent/teacher/director communication.  

The Talk Book is near the office and sign in area. Parents are asked to leave messages there 

regarding early pickup, doctor appointments, vacations, lost items, etc. Teachers will read the 

messages every day mid-morning. Teachers initial messages to indicate they received the 

information. It is important to write changes to regular routine here even if you have directly 

communicated with your child’s teacher. This will illuminate questions and alleviate problems if 

another staff member or a sub is helping your child.   

 

Classroom White Board – Located on the door of each classroom, this is a means for your child’s 

teacher to write things you should know early in the morning or at pick up, and assists in giving you 

a glimpse of your child’s day so that you can start a conversation with your child about what 

activities they did during the day. 

 

Information boards – Bulletin boards in the front entrance will hold school calendars, board 

minutes, and volunteer sign-ups.   

 

Parent Teacher Conferences – In addition to frequent, informal conversation and notes, 

throughout the year there are two parent teacher conferences scheduled to provide a structured time 

to assess and communicate about your child’s growth and development. Parent Teacher 

Conferences with the child’s Small Group teacher are scheduled in November and in March, on a 

Thursday and a Friday (see school year calendar for dates). Conferences are held at the school, 

during the school day. Limited evening conferences may be available for parents for whom daytime 

conferences provide great hardship.  
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The November conference, falling early in the year, provides a great opportunity for teachers to 

learn from parents, and to get to know each other, as well as to discuss the year’s beginning. 

Teachers may use the fall conference to report on early assessments of the child’s progress, and to 

set goals, together with parents, for the year. Your child’s portfolio is a record the teacher will keep 

of your child’s growth and development. It includes anecdotal notes, observations, samples of work 

and photographs. The March conference focuses on the child’s growth and development over the 

school year as well as discussion of options for the following year. At the March conference, the 

child’s Small Group teacher will go over the child's portfolio with the parents, which describes in 

detail the child’s learning, growth, and experiences over the school year.  

 

Parents or teachers may at any time request a special conference to discuss concerns, issues, or 

team strategies together. The director is available to join any parent teacher conference at the request 

of the parent or teacher.  

 

Communication Problems or Concerns 

When an issue arises that requires discussion and resolution, the staff and board of the Community 

School are committed to the process of resolution and mutual understanding. Speak with the 

Community School representative with whom you feel most comfortable. The person you choose to 

speak with will respond in one of several ways; if the question falls within their arena of expertise 

and responsibility, your concern or question will be addressed to the best of their ability. The person 

you speak with may suggest that you speak with – or ask your permission to pass the concern on to 

the individual who will be able to address your question best.  

 

For example, teachers may be most able to discuss specifics of their group’s work, the day’s events, 

or a child’s experience on a field trip; the assistant director will be best able to answer questions 

about before and after care drop-ins, interim care, and billing; the director may be best able to 

resolve uncertainties about curriculum, teachers and groupings; board members may be best able to 

answer questions about budget and tuition issues—but all have a strong interest in all aspects of the 

Community School, and will either be able to help, or assist in connecting you with the person who 

can.  
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As a school committed to the ideals of a healthy community, MCS strives to avoid gossip, innuendo 

and rumor-spreading, and works to foster an atmosphere of directness, openness, and inclusion. If 

you have a question, chances are you are not alone. The director and the entire staff and board 

encourage you to bring questions to us immediately and with confidence that your questions are 

more than welcomed; they are valued – they help us to do a better job. 

 

Discipline and Guidance 

The MCS philosophy of discipline begins with the belief that children want to be a part of our 

school community. Children often need practice in being part of a community, and teachers help 

children to learn the jobs and skills they need to be successful. Therefore, teachers focus on building 

positive social and problem-solving skills, often eliminating the need for “discipline” in the 

traditional sense of the word. At no time is a child made to feel shame or embarrassment for her/his 

actions. Teachers gently and lovingly help children negotiate situations of conflict by using clear 

words and strong listening skills. Some children may need help to get ready to problem-solve; 

however, this is seen as self-discipline at MCS. Teachers may suggest deep breaths, relaxing a 

minute, or taking a break as ways to get the problem-solving process back on track.  

 

Finally, creating an environment that meets children’s needs prevents many discipline issues from 

arising. By eliminating unnecessary waiting, providing sufficient materials and keeping children’s 

physical needs (for food, space, and rest) met are several ways that stressful, conflict-prone situations 

are avoided. 

 

  Rules at MCS are few, but our community agreements are strong: We take care of our school, our 

friends and ourselves. 

 

In the event that a child, even with support and guidance, is significantly unable to follow these 

agreements, a behavior management plan involving staff, parents and the director will be created and 

continuing behavior monitored closely. If a child poses a continuing danger to the physical and/or 

emotional safety and well-being of other children or staff, the child will be asked to come to school 

under special conditions, to take a leave from the school, or in the most extreme circumstance, to 

withdraw.  
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Behavior Expectations 

We at MCS believe children do best when they understand what expectations are, when there is 

consistency with the expectations within all areas of the school (different classrooms, hallway, 

bathroom) and when the consistency is there no matter what adult the child is interacting with.  We 

hope that while on school grounds or at school functions you help us to provide this consistency 

with expectations.  Staff is here to help, understanding if we work together it not only benefits the 

child but makes many situations that can be rough (pick up for example) go smoother.  To help 

children learn to take care of ourselves, our friends, and our school, we ask children: 

✓ Not to hit anyone, including yourself 

✓ No potty talk  

✓ A person’s face almost always tells you if someone is enjoying your game or what you are 

saying 

✓ Ask before touching friends, even for a hug  

✓ If someone says ‘no’ or ‘stop’, we should always listen 

✓ You can’t say you can’t play – playing with one individual is for at home, at school we are all 

friends.  If you want to play alone, you may play by yourself.  But we don’t tell one friend 

they can play and not another.   

✓ If you ‘dip someone’s bucket’, our first responsibility is to check in with them 

✓ We want to live the life of a bucket filler 

 

One situation parents find themselves in is when they come to pick up their child, the child starts 

being overly silly and/or not listening/responding to the parent. A second situation is a friend’s 

child approaches you and uses potty talk or (gently) hits at you. This is often because you’ve played 

with them outside of school, and play looks different outside of school.  Always know you can ask a 

teacher for help. Often teachers see these moments and are unsure if you want them to help or not.  

Clear communication, a direct ask, gets to the point, and helps everyone through the situation. 

 

Getting Started at MCS 

Early Visit Days – The first days of school are exciting, busy and new.  Early Visit Days, the two 

days before the first day of school, are a great opportunity for children, parents and teachers to 

meet, explore the school, and begin the new school year in a calm, relaxed, and gentle way. Parents 
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may schedule a time for their child to visit by calling the school. Scheduled visits limit the number of 

adults and children in the school at a time, maintain a quiet, relaxed atmosphere and allow for more 

opportunity for children and teachers to connect. Children attending Early Visits must be 

accompanied by an adult; they are not a drop off time. The director will also be present during these 

times to answer questions and receive any remaining paperwork. Even if your child attended the 

previous year, this is an important transition time. Children will see any changes to the rooms, 

process the new teacher combinations, see the names of other children in their class this year, and 

begin processing the idea that this year will look different from last year.   

 

What to Bring to School 

Please bring these items with you to your early visit. 

 

✓ Change of Clothes in box (clothes and box labeled)  Please use a shoe size box or 

plastic container, not larger, as we have limited storage space. 

✓ Family Picture (no bigger than a 4 by 6) to be used in a class project.  Picture will not 

be returned. 

✓ Slippers/Crocs for indoor time (labeled) 

✓ Extra snack for the class (24 servings- suggestions can be found on MCS website 

under "Parent Resources") 

✓ Portfolio Notebook (1 inch/3 ring binder, with plastic cover on front) 

✓ 2 new or gently used books for the school library 

✓ One (or more) bottle of wine for the fall Wine and Coffee Fundraiser  

Please bring these items to school and take home every day: 

✓ Lunch Box (labeled) 

✓ Water Bottle (labeled) 

✓ Small blanket for quiet time.  Blankets must be stored in tote type bags.  Label with your 

child’s name.  Storage space is very limited.  Please do not send large pillow 

pets/pillows/sleeping bags. If a snuggly is brought to school it should be just that, a snuggly.  

Something soft and small. Please do not send your child with toys for quiet time. Any 

blanket and snuggly should serve the purpose of helping your child rest.   

 

When packing lunch, please remember: 
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✓ We do not have a refrigerator or microwave for children’s food. Lunches need to be as ‘self-

contained’ as possible; i.e. send ‘blue ice’ to keep perishables cold, use thermoses to keep 

foods hot.   

✓ MCS strongly encourages the use of reusable containers whenever possible. Please label 

containers AND lids with a permanent marker. Classrooms will have a space for lost 

lunchbox containers.   

✓ Please do send any utensils your child will need. We don’t have a large supply of forks, 

spoons, etc. for borrowing.   

✓ Please be aware that, especially for young students, many items marketed and packaged for 

lunchboxes (i.e. lunchables, gogurts, fruit snacks/leather) are not packaged so that children 

can open them easily.   

✓ Please DO NOT pack vitamins or cough drops in your child’s lunch. All medications, 

including these, must be stored in the appropriate and approved medication box and parents 

need to complete a medical authorization form. Forms are located in the office.   

 

And, please don’t bring toys to school… 

That is our policy… here is why: 

 

MCS strongly believes that toys from home are best left at home. There are many reasons for this 

policy.   In spite of best efforts to the contrary, toys from home can break or be lost at school. We 

discourage competition and one-upmanship based on material things. We are sensitive to the fact 

that some families do not wish their children to be exposed to media-influenced or highly 

commercialized playthings. We wish to foster a community-oriented ethic at school: “The things 

here belong to all of us, and we share them and take care of them together.”  

 

If you and your child are interested in bringing something to school that may be shared and used 

(like a child-sized loom, music you enjoy at home, microscope, or resource book) please discuss it 

with your child’s teacher before bringing it. We stick to the phrase “something you made or 

something you found.” 

 

To avoid a struggle about toys in the morning, here are some things to keep in mind. Consistency is 

the best tool. A matter-of-fact tone of voice and an understanding of the reasons behind the policy 
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are also extremely helpful. Most children adjust readily to the understanding that “Dolly” or 

“Teddy” will be “in the car with me to pick you up at the end of the day.”  Teachers are ready to 

help explain the policy, but please understand that teachers are put in a much more difficult position 

if the toy has already entered the school. Parents and teachers giving the same message and 

following the same guideline is most successful! If a child does sneak in a toy in their backpack or 

pocket, your child’s teacher will put it in your parent pocket to be picked up at the end of the day.   

 

Notes about Clothing 

Children go outside in all but the most extreme weather.  Expect your child to go outside 

every day unless  

✓ The temperature is below 10 degrees, including wind chill.  The school uses the temperature 

provided at www.noaa.gov. 

✓ Hazardous conditions exist including air quality, lightening, pouring rain (they will go out in 

drizzles), extreme heat, etc.  For air quality the school follows information found at 

http://svc.mt.gov/deq/todaysair/. 

 

Dress your child for the weather. Winter requires a warm hat, mittens, waterproof boots, jacket and 

snow pants EACH DAY. Fall and spring require comfortable clothing, appropriate shoes for 

playing and walking, and layers are essential.   

 

To keep our school’s floors (where we spend a lot of time!) clean and dry, we remove our outdoor 

shoes in the hallway. These may be left at school or brought daily. School clothes = Work clothes: 

MCS is a working place, a place of exploration, investigation, and new experiences; these experiences 

are often “messy!”  Just as a mechanic or baker expects to get “messy” in the course of their work, 

so too will active, engaged children in the course of their daily work and play. It is not our priority to 

protect ‘special outfits’ – please leave these in the closet on school days! Although we have paint 

smocks available, we do NOT insist that children wear them, because for some children, reluctance 

to wear a smock might mean opting out of a valuable activity! We strongly recommend that children 

come to school wearing clothing that is “ok” for all activities.  

 

 

http://www.noaa.gov/
http://svc.mt.gov/deq/todaysair/
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Toilet Training and Accidents 

Toilet accidents are handled with care and respect. Children are given privacy to change clothes, and 

encouraged to clean themselves. Teachers help with clean-up when necessary. Teachers coach 

children through clean-up when possible. If there is a case in which a teacher needs to help a child 

physically, a second teacher is always present to ensure your child’s safety. Wet or soiled clothes will 

be sent home in a plastic bag. Children who enter the Tree Room (mixed ages 2/3) are not expected 

to be potty trained at the beginning of the school year. Teacher Kasey will work with parents and 

children on toilet training throughout the school year. Parents are required to provide diapers and 

wipes for their children in the Tree Room. Children in the other classrooms, with the exception of 

children in the Tree Room, are expected to be independent in the bathroom and fully trained. We 

understand occasional accidents happen! If your child has not achieved independence in toileting, 

we will ask you to find another school and refund your tuition deposit. Over the summer most 

children are able to complete toilet training. If your child (who is not in the Tree Room) is not 

toilet trained, please call the office and we can work together to make a plan, including 

returning a deposit for children who are unable to attend this school year. 

 

Drop Off and Pick Up Procedures 

Arrival 

MCS entrance is through the double doors at the northwest corner of the building (at 5th and Hazel.)  

Parents will be given the security code for this door. Every student must be signed in daily 

immediately upon entering the building. Children’s outdoor things, including shoes, should be 

placed in their cubbies, below their hooks, in the hallway. The parent or guardian must accompany 

the child to the before care teacher or to the child’s classroom.  Parents are welcome to stay in the 

classroom for a story or play time. Parents are welcome to stay in the classroom to read a story, or 

play with their children in the morning. We ask adults to sit on a chair or the floor; parents standing 

in the classroom can feel intimidating to the children. Stay at eye level to the children whenever 

possible. Those little chairs will hold you!  

 

Families are asked not to enter the classroom before 8:50am, allowing for the teaching staff to make 

sure they are fully set up and have privacy to discuss any confidential information. Parents must stay 

with their child until 9:00am; please do not leave your child unless in before care.   
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Departure 

Children must be met at their classroom by a parent or authorized pick-up person. Children will not 

be released to unauthorized persons; please keep pick-up lists up-to-date and contact the director or 

assistant director should pick-up plans change from day-to-day. Children must be signed out daily.  

Please make eye contact with your child’s teacher at pickup; if your child meets you in the hallway 

return to the classroom to let the teachers know you are here. 

 

Children must not leave the building until accompanied by their authorized adult. 

 

When entering and exiting the building, children need to be accompanied by an adult as well.  Please 

do not let a child in or out of the school without making eye contact with the adult responsible for 

that child. Older siblings need to be accompanied in and out of the building by an adult as well.   

Parents may use the restrooms upstairs. Children, including siblings, are not allowed upstairs by 

themselves.   

 

Before and After Care 

MCS offers Before School Care from 7:30 – 9:00 am (with an option from 8:30 - 9:00 am as well) 

and After School Care from 3:00 – 5:30 (with an option from 3:00 - 3:30 pm) for children who have 

enrolled in one or both of these programs. Children may be enrolled in these programs one to five 

days per week, and fees for the programs are paid along with monthly tuition.    

 

Drop-in care 

Spaces are sometimes available for a child not regularly enrolled in Before or After Care to ‘drop in’ 

to the program for a day. Requests for drop-in care should be made to the director or the assistant 

director as far in advance as possible. Our extended care programs are quite full, and there is no 

guarantee that we have space for drop-ins on any given day. Last minute requests cannot always be 

confirmed. If you call last minute and do not hear back from us, please do not bring your child in 

for drop-in care. Unexpected children can cause our classrooms to be out of licensing ratios. 

If drop-in care has been used, you will receive a statement of additional charges, which will be due 

with your next tuition payment.  
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Interim Care for some NO School Days 

MCS offers interim care on parent-teacher conference days. Interim care is offered from 7:30 – 5:30 

and space is limited. Signup for interim days will begin two weeks before each interim day and will 

be first-come, first-served. Reminders will appear in the News and Notes. 

 

There is a fee for each Interim Day which will be added to your monthly invoice and be paid via 

ACH. Sign up in the office. Once signed up you are responsible for paying for the spot. The charge 

will only be refunded if a waitlist is present and if someone from the waitlist is able to fill the spot.  

 

Lateness Policy 

The MCS school day begins at 9:00 and ends at 3:00. PLEASE CALL IF YOU KNOW YOU 

WILL BE LATE.  Your child will feel re-assured if the teacher can tell her, “Your Dad/Mom is on 

the way”. 

 

Because our Before School Care program often fills up, please call before bringing your child. There 

may not be a space to ‘drop in” if unarranged! If no space is available in Before School Care, the 

parent must remain with the child until 9:00. Depending on the immediate needs of the 

school, we may not be able to return calls made the evening before or early in the morning 

until after the school day has officially begun. 

 

In the afternoon, lateness (after 3:10pm) will be charged.  Lateness will be charged $10.00 for the 

first 5 minutes, and $1.00/minute thereafter. If space is available, children will go into After Care. If 

no space is available, they will remain in the office.  Parents will be charged the drop in rate. Parents 

and emergency contacts will be called in the order listed to pick up the child. After School care ends 

at 3:30 pm for the half hour group and 5:30 for the full aftercare group. Late fees will be applied. 

Repeated lateness may result in being removed from extended care programs.    

 

Emergencies and Security 

The safety of our students, staff, and families is our top priority. Here are short summaries of our 

emergency and security procedures and policies. 
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Snow Days: We follow the decision of Missoula County Public Schools (MCPS) for all snow days 

and weather related delays and cancellations. MCPS has an excellent relationship with both the 

National Weather Service, and the Department of Transportation, allowing them to make highly 

informed choices. Their announcements are found on www.mcpsmt.org 

 

Medical Incidents: We respond to all accidents and medical incidents according to Montana state 

regulation and policy. It is for this reason that we encourage all parents to read the Parent 

Handbook, section “Health and Safety,” for complete details. 

 

Shelter-in-Place procedure and communication plan: In the event of a shelter-in-place order for 

our school (whether due to weather hazards or law enforcement needs) all exits and entries will be 

secured and our primary notification method will be through our public Facebook account. 

Please do not call nor email the office, as our priority will be school safety and we will not respond 

to individual inquiries in a timely fashion. 

 

Authorized pickup list: At the beginning of the year, each family is responsible for filling out a list 

of authorized adults to pick up their children. Any additions or changes to this list must be in 

writing, and any person not immediately familiar to MCS staff (for instance, out of state visiting 

grandparents) must present a photo i.d. to pick up students. 

 

Front door code: The door code for our school helps ensure the safety of our students and staff. 

The code is typically changed once or twice a year. Please do not give the code out freely, it is for 

parents and designated care givers only. 

 

Special Events at MCS 

Field Trips 

Because MCS seeks to be actively involved with the larger Missoula community, we take frequent 

walks and trips to indoor and outdoor locations around town. Any trips requiring transportation by 

bus or car will be announced in advance in the newsletter and/or on bulletin boards in your child’s 

classroom, and parents are always encouraged to join us. Parents driving on field trips are 

responsible for the following: 

http://www.mcpsmt.org/
http://www.mcpsmt.org/mcpsmt
https://www.facebook.com/pages/Missoula-Community-School/110643808954860
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✓ Children must be appropriately secured with seat belt and/or appropriate child safety seat.  

✓ Vehicle doors must be locked when vehicle is in motion. 

✓ No MCS child may be seated in a front seat if an air bag is present.  

✓ Children may not be left unattended in a car. 

✓ Drivers must be over 18 and have proof of insurance in the vehicle. 

✓ While on the trip, the driver shares responsibility for the children in the vehicle by 

performing head counts and assisting with keeping track of belongings. 

 

Visiting MCS and Volunteering in the Classroom 

Parents and other special friends are always welcome at the Community School, whether as regular 

helpers in the classroom, extra helpers on field trips, special guests to offer a workshop and share 

skills, knowledge and activities, or as occasional visitors to find out “what’s happening” at school.  

Parents wishing to become regular classroom volunteers should speak with the director or classroom 

teacher to schedule their volunteer shift. To make visits as successful as possible for children, 

parents, and staff:  

 

✓ When possible, let a teacher know ahead of time that you are planning to visit. Space in 

classrooms can be limited, and we want everyone to be comfortable. We also hope that 

visitors will become busily engaged in work with children, and we can facilitate that if we 

know you are coming. Talk to your child’s teacher.  

 

✓ For children who may have difficulty in separating from a parent, visits should be 

thoughtfully planned. Talk with your child’s teacher and with the director to make a plan for 

handling any issues about remaining in the classroom with your child or visiting during the 

day.  

 

✓ Let us know what interests and skills you have. As a learning community, MCS draws on the 

unique individuals who build it. Do you love kayaking, bee-keeping, Celtic music, baking 

bread? Are you a rock-climber, storyteller, yoga practitioner, editor, geologist, eldercare 

worker? All of those interests could help shape our year; the limits of your involvement are 

up to you.  
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✓ Drop by or call. Anytime you wish to drop by or call to see how your child is doing, you are 

welcome.  

 

Birthdays and Holidays at MCS 

The Missoula Community School values the many traditions its families and friends represent, and 

strives to celebrate this diversity on a daily basis in its curriculum. However, MCS does not include 

the celebration of holidays (Christmas, Halloween, Valentines’ Day, Chanukah, Mothers and Fathers 

days, Kwanzaa, Easter, and Thanksgiving etc.) as part of its curriculum. These and many other 

holidays are important parts of particular cultures. They may be included and discussed as part of a 

classroom cultural study; children are also welcome to pursue holiday crafts or activities as part of a 

Workshop or Project they have proposed. However, it is not the role of MCS to choose which 

holiday traditions a particular child will participate in; we see this as the family’s role. 

This choice is made deliberately, in part to create a learning environment sheltered from the 

commercial and material aspects of many holidays, but also to encourage families and friends to 

share their traditions outside of school, as they choose, without obligation to participate or potential 

for hurt by omission. Instead, MCS believes in creating traditions together, as a community, that 

reflect the changing seasons, the joy of giving, and the warmth of being together. Look for 

information in newsletters and parent pockets about potlucks, shows, celebrations and other special 

MCS events. 

 

MCS celebrates each child’s birthday as a truly special event in the school year. The birthday child is 

recognized during community circle with loving words from all the MCS friends. Summer birthdays 

are not overlooked; these children celebrate on their ½ birthday. Treats are not expected or 

requested. However, if parents wish to bring treats to add to the celebration, we ask for your help in 

keeping things simple. Typically, foods that do not require cutting or preparation from the teacher 

are the best choices. Some classes will serve birthday treats shortly after a birthday circle and some 

may wait until after lunch. For many classes this means that your birthday treat may be eaten in the 

morning. Your teacher can advise you on providing foods that are free of any specific allergens (ex: 

gluten or dairy) that children in the class may avoid. 
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Here are some examples of healthy, easy-to-serve birthday treats: 

• Sliced berries (in cups) 

• Mini muffins 

• Apple slices with peanut butter  

• Graham crackers or animal crackers 

• Fruit or veggie kabobs 

 

We love to share birthday treats together, and we greatly appreciate 

parents keeping in mind that the act of sharing is what make these 

birthday treats special!   

 

Health and Safety 

MCS is licensed as a child care center by the State of Montana; health policies are in accordance with 

state regulations. 

 

Illness 

Staying healthy is important to all of us.  We recognize it is challenging and stressful for a parent or 

family when illness occurs.  It is equally challenging for teachers caring for an ill child.  Everyone 

shares a concern for the wellbeing of children in our care.  Families will need to arrange for back up 

care for those inevitable days when a child is too ill to attend the program. 

If your child becomes ill during the school day, a representative from the school will call you to 

arrange for you to pick up your child.  Children must we without a fever, vomiting, and/or diarrhea 

for 24 hours before returning to school.  The child must be isolated immediately from other children 

until the guardian can pick up the child.   

 

If your child comes to school with one of the following conditions he/she will be required to go 

home.   

✓ A fever of 100 degrees or greater (child must be free of symptoms for 24 hours 

before returning to school) 

✓ Vomiting or diarrhea within the previous 24 hours (child must be free of symptoms 

for 24 
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✓ Hours before returning to school) 

✓ Strep throat, scarlet fever, impetigo, conjunctivitis (pinkeye) or other bacterial 

infections (child must be treated with antibiotics for 24 hours before they can return 

to school) 

✓ Generalized rashes (rashes must be diagnosed and treated appropriately before 

returning to school) 

✓ Chickenpox (sores must have dried, usually 5-7 days) 

✓ Jaundice or symptoms of severe illness (breathing difficulty, uncontrolled coughing, 

seizure) 

✓ Thick green, yellow or grey nasal discharge accompanied by fever or other symptoms 

 

If a child will not be able to participate in regular or special scheduled activities, including sports 

programs, because of minor health conditions not listed above, MCS strongly encourages parents to 

keep the child home. There are NO other arrangements available at school for the child. We have 

seen children unable to “shake” a minor cold without a few days of rest at home. Please help us 

keep everyone at school healthy and help children recover quickly! 

 

In the case of a serious injury to a child, parents/emergency contact persons will be notified 

immediately, and the child will be transported by staff (if it is safe to do so) or emergency vehicle to 

St. Pat’s Hospital. 

 

In the case of accidental poisoning the school will call Poison Control at 1-800-222-1222. 

As a licensed Child Care Center, the Community School is required to keep records of children’s 

immunization history, and all enrolled children are required to be fully immunized in accordance 

with Montana law. 

 

Medication Administration Policy 

At MCS we believe that children should be given medication, when needed, in the safest possible 

way. Our policy was developed so that medications will be administered in a safe and expedient 

manner that protects children and staff. Administering medication is based on parent consent and 

the child’s health care provider recommendations. We will only give medication that must be given a 
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times when the parent’s work schedule prevents them from administering the medication. A 

medication authorization form (signed by physician and parent) and log sheet will be kept on file.   

 

Written consent is required for any medication, including cough drops and vitamins. All 

medications, regardless of whether they are prescription or over the counter may only be 

administered when we have signed parent consent and a health care provider’s prescription or 

written recommendation that a medicine be given to a specific child. If a parent refuses to sign or 

fails to sign the medication administration form, or fails to provide the health care provider’s 

prescription or recommendation, the medication may not be administered.   

✓ Prescription medication must be in the original child proof container labeled by a 

pharmacist with the child’s name, medication name, date prescription was filled, 

medication expiration date, and instructions for administration, storage, and disposal. 

✓ Over the counter (non-prescription) medications must also be in their original child 

proof container that is labeled with the child’s first and last name, specific legible 

instructions for administration and storage from the manufacturer, and the name of 

the health care provider who recommended the medication.   

✓ A medication log will be kept in the medication box accessible to the administrator 

(lead teacher and/or director) BUT out of reach of children.  Parent signature will be 

required for each medication, as well as a prescription or health care provider’s 

written recommendation. The staff person administering the medication will 

immediately record the date, time, medication and dose, and sign his/her name on 

the medication log.   

✓ Medications are only administered by staff trained in medication administration, 

which at MCS means a lead teacher, director, or assistant director. Medications are 

stored at the recommended temperature, and administered at place they are stored.   

✓ A health care provider may state that a certain medication may be given for a 

recurring problem, emergency situation, or chronic condition. The instructions for 

such medication must include the child’s name, medication name, dose of 

medication, frequency medication is to be given, conditions for use, and precautions 

to follow. 

✓ MCS will dispose of medication in the recommended manner for that specific 

medication. 
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✓ MCS does NOT provide or stock any medications (including ointments). Only 

medications provided by a parent for their own child may be administered. 

✓ Parents will be notified if their child suffers any side effects from medication, or if a 

medication error or incident occurs. A medication error/incident report will be 

completed by the staff person administering medication and co-signed by the 

director. In the event of an adverse effect or serious allergic reaction, staff will call 

911 if the child is in distress. 

✓ If an error or an incident occurs in medication administration, the responsible staff 

person must notify the parent of the error immediately, record the oversight on a 

Medication Incident/Error Report, and proceed according to the parent’s directions. 

Errors include: 

o The wrong medication being given to a child 

o The wrong child being given medication 

o The wrong dosage of medication given 

o The wrong time for the medication to be given 

o The wrong delivery method used (oral rather than topical, for example) 

o Forgetting to give the child medication 

 
Incidents include: 

o Child vomits after administration due to the wrong delivery method used 

(oral rather than topical, for example) 

o medication is spilled or amount is otherwise lost without having been 

administered 

 

Immunizations 

All children are required to have a completed immunization record.  All immunizations must be up 

to date at the time of enrollment.  Immunizations are to be kept up to date thereafter following the 

MT immunization guidelines.  As per our state license, children in our program must: 

✓ Be immunized as required for the child’s age group against MMR (measles, mumps, 

rubella), Polio, Varicella, Diphtheria, Pertussis, Tetanus, Hepatitis B, Pneumococcal 

Conjugate, and Haemophilus influenza type b (Hib). Unless the child qualifies for 
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conditional enrollment. (In this case, the appropriate conditional enrollment form 

must be completed signed by the doctor, school staff, and parent.) 

✓ Be in the process of becoming fully immunized according to the approved schedule 

or 

✓ Have an exemption signed by a physician showing that immunization is 

contraindicated for medical reasons.   

The only immunization for which a religious exemption is allowed is Hib. The appropriate form 

must be signed, sworn to, and notarized yearly. It must be kept with the child’s records.   

If a child has a conditional enrollment, the required follow up immunizations will be tracked by the 

director and reported to the Missoula County nurse per licensing regulations. Children who are not 

immunized for a specific disease will be excluded from attendance if the disease occurs at the center.  

In the instance that such a disease is reported, the child’s parent will be contacted immediately. If the 

child is already in attendance the parent will be asked to pick up the child. The child will be removed 

from the classroom and will remain outside of the center with a teacher until the parent arrives. The 

parent must consult with their physician and/or the Missoula County Health Department to 

determine when the child can safely return to school. Written confirmation of safety from a health 

professional is required upon the child’s return to the center.   

 

Allergies 

Teachers review all reported allergies before the first day of school and note any allergies or medical 

conditions. If you plan to bring a treat for a celebration, please check with the teacher to find out if 

any child has a food sensitivity or allergy. We encourage parents to find a treat that everyone can 

share.   

 

Sunscreen 

Sunscreen is considered an OTC medication and can be applied to children only if licensing 

regulations are followed: 

✓ Parent checked sunscreen on the OTC form provided in the enrollment packet 

✓ If you are providing your own sunscreen for your child, the medical authorization 

form must be signed with the sunscreen bottle appropriately labeled with child’s 

name and kept in the classroom medication box. 
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✓ Staff applies sunscreen.  Children are not allowed to apply sunscreen independently 

since it is considered an OTC medication. 

 

Safety 

In accordance with licensing regulations, all staff and volunteers have up to date immunizations, 

criminal records check, and CPR/First Aid certification. Staff are mandatory reporters of any 

suspected child abuse or neglect. Failure to report could result in loss of their teaching license and 

loss of state licensing for the school.   

 

Attendance is taken daily; parents are required to sign their child in and out. Make eye contact with a 

teacher in your child’s room so that teachers know your child has arrived and you are leaving.  

Children must be escorted into their classroom by an adult and may not leave at the end of the day 

without being accompanied by an adult.  

 

When entering and exiting the building, children need to be accompanied by an adult as well.  Please 

do not let a child in or out of the school without making eye contact with the adult responsible for 

that child. Older siblings need to be accompanied in and out of the building by an adult as well.   

Parents may use the restrooms upstairs. Children, including siblings, are not allowed upstairs by 

themselves.   

 

Front Yard Area 

The front grassy area provides a great area for parents to catch up and for children to get some 

energy out. Please remember you are responsible for your child at this time; you must have visual 

contact with your children in the front. Do not allow children to run around the building without an 

adult. The tree is off limits, children may not climb the tree even with adult supervision.   

Our neighbors at the church are respectful of the school’s space, and do a lot to make sure we are 

able to do our best job. We at the school like to return the favor. Please do not let your children 

climb in the cement stairway.  This is the church’s main door and needs to be accessible and 

‘obstacle’ free. Also refrain from letting children peer in the windows. The school asks the children 

not to be in the windows at all. The windows look into church offices and we would like to respect 

their space; you never know when they are counseling a grieving family, writing a sermon, or having 

a meeting. Thanks for helping us be good neighbors.   
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Fire Safety 

Being licensed by the state, MCS participates in annual safety inspections. Fire drills occur monthly 

to familiarize children with our procedure for exiting the building and must be recorded/reported to 

the state. 

 

Tuition  

Tuition rates are based on the actual number of days each schedule includes during the school year, 

with each annual amount divided into nine equal payment amounts. Each month’s payment will be 

the same from September to May, regardless of scheduled no-school days within the month. The 

deposit paid when school year contracts are returned are applied to the May invoices for children 

who are not returning to the school the following year. If you are returning, the deposit is rolled 

over for the following year and you will only need to pay the difference between deposit amounts.  

Days missed because of illness or planned absences (vacations, etc.) cannot be ‘made up’ or ‘traded’ 

with other students. 

 

Tuition and Calendar 

Parents sign a contract upon enrollment, indicating their payment schedule for tuition. Invoices are 

issued each month and sent electronically to families. Payment is spread over nine months.  

Schedule changes must be requested in writing to the attention of the program director. The school 

operates on a school year and a summer schedule. The school is closed on holidays and other days 

according to the provided calendar. When school is closed due to a holiday, no alternate care is 

provided. When school is closed due to a non-holiday (PIR days, Parent Teacher Conference Days) 

alternate care will be available for an additional cost. Sign up for these days will be available in the 

office two weeks prior to the event day. Tuition is not prorated for any of these closures. The school 

calendar can be found on the school website or in the office at anytime. On the first day of school 

each family will have a copy of the calendar in their parent pocket. 

 

Tuition Assistance 

As a licensed child care facility, the Community School is eligible for state tuition assistance 

programs. Additionally, the Community School is able to offer limited assistance to qualified families 

requesting such aid. Generally, tuition assistance awards are made in the spring for the following 

school year. Contact the director for further information about either of these programs. 
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Payment Procedures 

Tuition is due each month from September to May.  You will receive a monthly bill via email and 

the amount will be withdrawn via ACH (automatic clearing house) on either the 1st or the 15th of 

each month as you have chosen in your contract. If the 1st or 15th falls on a weekend or holiday, 

the payment will be withdrawn from your account on the following business day. 

 

The Community School uses automatic withdrawals for tuition payment as a convenience to parents 

and for ease of tracking and record keeping for the school. MCS does not accept credit cards for 

tuition payments. You may request to have your invoice and/or payment receipt printed and left in 

your parent pocket. 

 

Schedule changes 

It is not usually possible to change a child’s scheduled days within the current school year; however, 

returning families have priority in selecting their child’s schedule for the upcoming school year. In 

mid-January, re-enrollment request forms are distributed to all current families. While the deadline 

for their return is in mid-February, families are encouraged to re-enroll as early as possible, as 

schedules for the upcoming school year are confirmed on a first-come first-served basis. A deposit is 

required annually, along with the signed contract, to hold the child’s space; however, the current 

year’s deposit, which equals a month’s tuition, may be “rolled over” and applied toward the 

following year’s deposit.  

 

You may make schedule change requests for the current school year, including extended care, in the 

office.  A form will be available for you to fill out.  You will be notified if the requested change is 

approved or not.  Approved schedule changes will go into effect 2-4 weeks after approval. 

 

Re-Enrollment 

After the mid-February re-enrollment request deadline, any remaining spaces are made available to 

new families who have toured and returned applications. If you miss the re-enrollment period, your 

schedule request and application will go in with the new families.  
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Nondiscrimination Policy 

The Missoula Community School admits students of any race, color, national and ethnic origin to all 

the rights, privileges, programs and activities generally accorded or made available to students at the 

school. It does not discriminate on the basis of race, color, sexual orientation, gender, national or 

ethnic origin in the administration of its educational policies, admissions policies, scholarship 

programs, and athletic and other school-administered programs. 


