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Parchment School District

Parchment Preschool and Childcare Center
Policy Handbook

Admission Policy and Purpose of Program:

To provide a warm, safe, secure, adult superviseduring environment, with developmentally appliate
programming for children ages 2% through 12 yeéegye. All children attending the center must béyp
trained.

Philosophy Statement:

We believe that each child develops socially, eomatily, cognitively, and physically at differentvddopmental
rates that are sequential and continuous duringdahg&al growth process. We, therefore, value asgect
individual differences among children and familiége believe children need to be in a secure, ris &nd rich
environment. They need to be provided with a varidtactivities and opportunities to learn at treean pace
through active involvement with materials, peerd adults. We further believe early childhood edwcashould
be a cooperative and joint venture between homeselmolol with community collaboration in the proce§ur
caregivers receive annual training on licensingswnd regulations ensuring that our childrenraeegafe,
secure environment.

Program:

Our Center provides a program of daily schedulénities and relationships that offers the oppoitufor the
developmental growth as a whole child. Our progbetieves that we have to plan for the physical tgraent
of large and small muscles, social developmentding communication skills, emotional development
including positive self-concept, as well as intetilel development. Each day children will have ppartunity
to rest and spend time outdoors unless preventawclment weather.

Hours:
We are open from 6:30 AM until 6:00 PM. Pleaseinf us of your needs in advance so we can schéukile
proper number of caregivers.

We are open Monday through Friday all year aroufide center will be closed for the following 9 ualys:
New Years Eve, New Years Day, Memorial Day, tﬁ‘e)ﬂ\]uly, Labor Day, Thanksgiving Day and the dégra
Christmas Eve, and Christmas Day.

Registration Procedure:

Registration packets are available at the ChildCaeter. It will be necessary for the parent/guardo complete
a registration packet including a daily schedulenfopreschool and childcare billing and paymentayokchild
information record card/emergency contact, permstd administer medication, photo release peromssi
participation agreement, health statement formasthge), health appraisal & immunization reconet§ghool
age). If your child is a toddler, or preschoo&health physical will be necessary within 30 défygour child is
of school age a health appraisal will need to bepieted. A copy of your child’s shot record is matwty and
immunizations must be up to date to enroll.




Attendance/Absence Policy:

If your child does not attend the program you diteresponsible for full payment based on your setedule
(this includes child absences due to iliness)thénevent of a prolonged illness arrangementsbheilnade on a
case by case basis. It is your responsibilityiga gour child in and out on a daily basis. If yimd it necessary
to change your child’s set schedule at the Cemdamyust fill out a Change of Schedule form two veerk
advance of the change. If your child has not dtidrthe Childcare Center for two weeks without mprio
notification, they will be put on an inactive statand dropped from the classroom list. To reaciyau must
call to see if we have space available and update file.

Daily Schedule:

The daily schedule for each age group of childrédhbe posted on the parent bulletin board in eaadm. Our
center offers care for children in kindergarterotiyh 12 years of age, an early preschool rooratidren age
2 Y% through 3 2 years, and an older preschool foorhildren 4 through 5 years of age. Developmigngand
age appropriate activities are planned weekly &mhegprogram. Please let staff know if you have gumgstions.

Vacation Policy:

If your child will not be attending for a week oione, you are required to fill out a Change of Schedorm two
weeks in advance and inform the staff as to whéshieewill be returning. A $10 fee will be assespedchild
for each week he/she is not in attendance. Thisvi## hold your child’s opening in our program.

Pre-Approved Drop in Basis:

If you choose to use our service on an irregularshave require that you notify us in advance afryequest for
service and that all registration enroliment folans completed and on file at the Childcare Ceniée. will
check to make sure space is available for youd@md confirm your reservation. Licensing requieats
regulate our staff/student ratio. Your childcare ¥ell be due on the day of service at the timerychild is

picked up

Withdrawal Procedure:
Your child may be withdrawn from the program byifyang the Childcare Center office. We require two
week’s notice, in writing.

Schools Closed Due to:

Snow (Ice) Days:

If Parchment Public Schools are closed due to melg weather, the Childcare Center will make eweffyrt to
open on time. If the weather is deemed severe dnthag the State Police are advising people todtiahe
roads, we will be closed. It is best to call ahdaat. the last several years we have been able ¢pée on time
every day that school was cancelled.

Power Outage:

If school is cancelled due to a power outage, wealgo be closed. If we are open and the powes gog we
will make the best we can of the situation. If gmwver company advises it will be more than an Hiore
power is restored we will have to notify parentpiek up their child/children. In the event powgout, the
district phone system shuts down. We can use ouirfa as an emergency number, 269/488-1310, dynavger
outages only.




Water:

If school is cancelled due to a water main problemawill also be closed. If we are open and theewgobes off,
we will make the best we can of the situationh# tvater authority advises it will be a lengthyeiflrefore water
is restored we will have to notify parents to pigktheir child/children.

Tornado:

The Center may or may not be dismissed durifigraado Watch. However, children will remain in the building
during the event of @ornado Warning. PLEASE DO NOT CALL THE CENTER. Individual calle up the
telephone lines so emergency calls cannot be mAtleen a tornado warning is issued children umitinediately

be moved to a secure area with no windows. The stguires a minimum of two drills to be conducbetwween
the months of April to October.

Delayed Start Days:
If Parchment Public Schools are on a delayed stariyill be open at our regular 6:30 AM start time.

Early Dismissal Days:

If the Parchment Public Schools are dismissed elrdyto weather or operational problems (poweuffajletc.),
the Childcare Center may have to close. We wiltadnyou to arrange for your child's departureantact your
designee on the child information card.

Fire/Disaster Drills:
Fire and disaster drills are conducted periodiclipughout the school year. The state requiresethlrills be
conducted quarterly to ensure the safety of thielien.

Lock-Down:
In the case of a building lockdown procedures lelifollowed as outlined at the school building @enter is
housed in. The state requires a minimum of twilsde be conducted throughout the school year.

Student Drop off and Pick-up Procedure:

A parent or other authorized person (listed ondcimformation card) must accompany the child to fiach the
Childcare Center. Children must be signed in a¢toharrival by the parent or authorized persondéyarture
children must be signed out by the parent or aibdperson. For the protection of your child, &slulill be
asked to provide their drivers' license for probidentification. We will then check the child infmation card
before we release your childf a parent wants their child released to aro&lbling or other minor, we need a
signed note on file from the parent in additiothieir name listed on the child information card.

Fee:

Contracted rates are listed on the separate priemgheet. We participate with the DHS child care
reimbursement program. If you are income eligigtay may qualify for reimbursement of your childcamests
through the State of Michigan. We will bill theaB of Michigan directly for those who are entitted
reimbursement of child care coslisyou are receiving FIA benefits you are respolesior payment of any
amounts not covered by FIA

Late Pick-up Charge:




Parents are encouraged to call the Childcare Céntey are going to be late due to an emergelfiafter 6:00
PM the child has not been picked up, the staff ealitact the person(s) designated on the emergamdyto
arrange for pickup. If a child is not picked uprfr€Childcare by 6:00 PM there will be a late pickalyarge per
child. Our budget does not include overtime payolar employees; therefore these fees will comperfsa
their overtime.

Fees 6:00 - 6:15 PM -- $10.00 late charge
6:16 - 6:30 PM  -- $15.00 late charge
6:31 PM or later -- $20.00 late charge pmirh

Conseguences of late pick-up:

1st offense: vénvarning and late charge
2nd offenseitten warning and late charge
3rd offensespible exclusion and late charge

Late Pickup Procedures After Closing Hours:
If after closing hours (6:00 PM) at the Childcarengr, a child hasn’t been picked up, the followimgcedure
will be implemented by the Childcare Center staff.

If a child should have been picked up prior to @00 and is still in attendance at the Childcaret€en
procedures will begin at normal pickup time. Pobostact will not occur until 6:30 PM. (Examplérild’s
regular pick up time is 4:00PM, it is 5:00PM andréhhas been no communication with a parent ablag¢la
pick up, start calling procedure as to not waitl6i00 PM for parent contact.)

1. Staff will begin to call family's home, parentvork, and then the adult emergency contact pdisted
by parents on the child emergency card.

2. Ifthere is no response or a refusal to pick upcttitel, the following procedure will be observed.

3. Messages will be left at all emergency contact renwland at 6:30 PM the Police and Possibly Pretcti
Services will be called and notified of the sitoatiAll of this will be done as discreetly as pbssiso
that the children aren’t made to worry.

4. As the police arrives or calls for more informatiomr staff will cooperate with the requests of Rwice
Officer and/or the Protective Service Worker wiéassuring the child that things will be okay. Bheff
will keep normalcy for the child.

5. Depending on the contact or lack there of withgheent, the police officer may take the child ititeir
custody and continue with the contacting procedure.

Billing: childcare fees are due by 6:00 PM on Friday ofabek before services are rendered for the
upcoming week. If payment has not been made by BN on Friday a $5.00 late fee charge will be sss@ on
Monday when billing invoices are sent out.

We will bill the State of Michigan directly for tise clients who are entitled to reimbursement dtiatare costs.
If you are receiving FIA benefits you are respolesibr payment of any amounts not covered by FRA.
statement of your account may be forwarded to ybenappropriate. There are no credits or refunds fo
absences because program costs are based on ildisrepected attendance.



Procedures for the above described billing:

1. Billing invoices are sent out every Monday foe hext full week of services. When invoices ard seit
on Monday, the bill is due on Friday of the samekve

2. If payment is not paid on the due date, theibilonsidered past due on the following Monday and
$5.00 late fee is applied to your account. If pagitvis not made by Friday of the same week youd chi
may not be able to attend the following Monday.

3. We are willing to work out a payment plan with féies that find themselves in financial difficultieg/e
ask that you contact us as soon as it is appdarahyou are unable to pay your bill in full. Corttamust
be made directly with office staff at the Childc&enter. When payment is made in full or other egre
upon arrangements have been made with the Childdfee staff, the child may return to the Childear
Center.

4. If we do not receive payment by the following Frid# the due date, a second late fee charge oi#10
be added to your account.

5. If we receive no contact from the parent aboutrtpast due bill and services have been cancellédeso
will be sent out weekly with a late fee added t® @lacount to attempt to collect payment. The thast
due notice has a $15.00 late fee applied to tlggnatiamount of the bill.

6. After exhausting all above options for collectiarfsan outstanding debt, more extreme measuredwill
taken. A sworn affidavit and claim will be filed the Small Claims Division of the Kalamazoo County
District Court. Once this occurs, you will recemeopy of the lawsuit by certified mail from theuco
Further instructions will be on the copy you reeeilf you wish to settle this obligation before the
hearing date you will be expected to pay the ontsiey debt, the court filing fee, and the costhef t

certified mail.
7. There will be a $25.00 fee for any check returreds marked non-sufficient funds.
Tax Credit:

The Parchment Preschool & Childcare Center is $edrby the State of Michigan and qualifies for@eld
Care Tax Credit. An itemized statement will be lethio you in January of the year following yourldbtare
payments for your use in filing for this tax credit

Transportation:

Transportation to and from the Childcare Centgoisr responsibility. There is bussing to and frdma t
Childcare Center and the Parchment Elementary $e¥aoh your child attends. By enrolling your ahijou
are giving permission to Parchment School Distaiied the Parchment Preschool and Childcare Ceraéit&t
transport your child in a vehicle and/or particeat field trips.

Field Trips:

Field trips may be taken occasionally. Permissigps must be filled out completely and returnethi®
Childcare Center before each field trip.

Breakfast-Lunch and Snack:

During the school year, breakfast and lunch wilblailable through the school's food service pnogia those
children who are able to eat table food. Cost feakfast is $1.00 (reduced $.30 or free if you ifgahnd lunch
is $1.60 (reduced $.40 or free if you qualify). &ds can choose to participate in the school fepdae program
or provide their child with nutritious breakfastdalmnch foods in a labeled container. Parentsivaiééd to
provide children with a lunch on No Schools dayd Hialf Days of school because there is no foodicerv
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program available on those days. Breakfast cgrubehased through the school's food service prograrull
days of school and Half Days of school only.

All year around a nutritious snack, approved by@hédd & Adult Care Food Program, will be offeremyour
child each morning and/or afternoon, the snackiaaditional charge to your childcare account. ewill be
planned in advance, will be dated and posted ia@epvisible to parents. Food substitutions shalhoted on
the menus.

If your child has any dietary restrictions, be storéndicate them on the child information card amfdrm staff
of these restrictions.

Rest Time:
After lunch, there will be a rest time (licensiregjuirement). Children do not have to sleep butt mest quietly
during this time. You may want to provide a blan&ed pillow for your child.

Primary Caregiver Policy:

Each child in the under 3 years old will be assihaestaff person who will be the Primary Caregwiyour
child. This person will be chiefly responsible foeeting the daily needs of your child and compgetiaily
logs. If you have any questions or information tt@tcerns your child please feel free to address gbild's
Primary Care Giver as well as any other staff perso

Health Care Policies and Resources:

lliness:

It is necessary for parents to provide a place e/hagir children can go and be cared for by antaduhe event
that the child becomes ill while at the Childcaenr. On the child care information card, the panaust
designate two emergency people (who have phondm® tmtified when the parent is not available. \\éeret
equipped to care for sick children. Please make that you keep your child home under the following
conditions. Also, please call the school to telyou are keeping your child home and WHY! We haveeport
certain illnesses to the health department. Wkowiitact a parent and expect the child to be plickeif the
following conditions occur during the day.

When to keep your child home:

Vomiting and/or diarrhea within the past 24 hours.

Fever of 101 degreewithin the past 24 hours.

Head lice: We have a “no-nit” policy. Children are checkqxbno returning to the center and are allowed back
in only when there are no nits present.

Strep throat, Scabies, Scarlet Fever, Conjunctivig (“pink eye”), Meningitis and/or other communicablke
diseases:Ask your physician for his/her recommendation —rmitless than 24 hours after beginning
medication for treatment.

Chicken Pox: after the sores have dried up (scabs are no laagng).

Colds, influenza and/or other viral infections: Ask your physician and/or use your best judgmesansider
the following: Is your child feeling up to attend? Will his/her being there present any dangepoéading
infection to others? Will his/her being there eabss illness to get worse?

Health Consultants:




Staff will call the Kalamazoo County Health Depagtthwhen there are health questions and/or coneetins
which they need assistance.

Blood/Bodily Fluids:

We have special policies to follow when a child basn bleeding or has any bodily fluids on histiething.
Michigan law requires that a child that has bodliyds on his/her clothing cannot be exposed t@othildren.
The home will be contacted for a change of clotlieme is not already in their backpack.

Extra Set of Clothes:

We ask all parents of children 2% through 4 yeéiesgye to provide an extra set of clothes in theneyeur child
has an accident. You will need to bring one congpsett of clothing, including socks. All clothingashd be
marked with a permanent label showing the chilabs hame.

Emergency Medical Care:

By state law, we must obtain written permissioseéek emergency medical care unless the parentt®lbjethe
basis of religious grounds. There is a sectiorherchild information card for parental signatur&€he child
information card must be updated annually or windormation changes.

Health Threatening Conditions (including allergies)
Please notify the school if your child has a hetitieatening medical condition (including allergsegh as bee
stings). It is important that we have specifidinstions from your physician for proper treatment.

Immunization Status:

By state law, we are required to obtain and keepl®at the time of registration, or not later nhie first day of
initial attendance, a certificate of immunizatidime State now requires that all children attendimddcare
centers must be immunized with the Hebatitis B Yadcella vaccines. School-age children must tHaeg
immunization record or a signed waiver on filers school.

Medications:

If your child requires medications, state law regsia special form to be filled out giving us pession and
instructions to administer the medications. Presiom medication shall be in the original contaiaaed have the
pharmacy label indicating the physician's namddhname, instructions, and name and strengtheof t
medication and shall be given in accordance witisehinstructions. Caregivers shall maintain a iiéesrto the
time and the amount of any medication given oriagplCaregivers will store all medicines in a secplace.

Annual written parent permission for topical: nogguription medications (sunscreens, insect refs})lén
required. These items must be provided by par&tisled with the child’s name and will not be glthamong
children without written parental consent.

Children & Staff Hand W ashing:

The hands of children and staff shall be thorougidghed prior to handling food and before eat@gidelines
for hand washing shall be posted in food prepanati@as and toilet rooms according to Child Canet€e
Licensing Rule R 400.5902c.

Controlling Infection, Including Universal Precautions:
All staff will receive Blood Borne Pathogens traigiwithin 6 months of being hired. Emergency ried
procedures as well as CPR and First Aid will beewwed annually by all staff.
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Sanitizing Equipment:

All tableware, utensils, food contact surfaces foaal service equipment shall be thoroughly washeded, and
sanitized after each use with an approved samgtizalution. Children’s toys and equipment willdanitized
regularly to adhere to Child Care Center Licen$tudes and Regulations.

Homework Policy:
Time and a quiet area will be provided for doingriesvork. Adult assistance will be available. Howeveis not
the responsibility of the caregiver to ensure hoowwvecompletion.

Rules:
1. We ask that children use quiet voices.
2. Keep hands, feet and objects to yourself.
3. Follow directions the first time they are given.

Discipline Policy:

Preschool and School Age:

Childcare Center students are expected to coopertditeand respect the rights and property of othedents
and adults. Childcare students must stay in theydated activity areas. Every effort will be madeesolve
behavior problems in a positive manner.

The staff will promote positive self-esteem by em@ging dialog between children and allowing forgtial
play. Staff will remind children of rules, reditdbem to another interest area, and state exp@tsahn a
positive manner. The staff will speak with cleaoghnstructions in words that the children canenstiand.
Positive choices will be offered for all childrelioaving them to experience success. Children weallrecognized
for expected behavior.

After the above steps have been taken, the sthffoNow the positive behavior support plan asdigethe
elementary building and/or remove the child from g¢fnoup for all ages of children. In the event thahild is
presenting physical or emotional harm to themsedvexthers, a conference can be set up with pasents
individual behavior plans can be designed to dfferchild opportunities to be successful.

School Age:
In addition to being provided with positive behavsoipport as described above, school-age childikalso
follow the Parchment Childcare Behavior Plan dikegpsystem posted in the classroom.

We will have a pocket chart and each pocket wiltlbsignated for a school age child in care. Indeepockets,
there will be different colored cards. Each caad & different meaning as stated below:

Green Card: Perfect Behavior Day-Right on Track

White Card: One verbal warning-Good Behavior Day-Good jolyisi@on Track

Yellow Card: Detour Slip is given-Not So Good Behavior Day-Ofack Behavior

Orange Card: Possibly 2 Detour Slips-Really Off Track Behavior

Red Card: Too many Detour Slips or serious problems-Re&Bally Off Track Behavior Day

What happens if my child does not stay on green?
There will be different rewards and consequencesdifterent colored cards as follows:

e Green Card: Positive Reward-fun stamp, sticker, or right orckricket at the end of the d&y



¢ White Card: Verbal Warning from staff, but will still receiaefun stamp, sticker, or right on track ticket
at the end of the day

e Yellow Card: Detour Slip will be given to parents at the efthe day.

e Orange Card: Possibly 2 Detour Slips will be given to parentd artime-out from a specific activity
decided by the staff and/or parents

e Red Card: Phone Call Home from camp and consequences avididbermined by the staff and/or parent

Reference: Modified from “Grand Central Statio@kssroom Behavior Plan”

Bullying/Harassment:

Bullying and harassment should not be a part ofvgrg up. We are committed to keeping all children
physically and emotionally safe. Parents are eraged to work with the school, reporting incidetfsir
children may discuss with them, as well as suppgréind instructing their children in non-bullyinghaviors.

Outside Weather Policy

We will be going outside for recess or a strolleptcduring inclement weather. Please be sure yald is
properly dressed for the weather. If you have draehxat and mittens that can stay at the Centeydur child,
we would love a spare as they may get wet on tlaggpdbund. If you would like to mark your child'smea or
initials on the tags of their winter clothes it Mak much easier to make sure that he or she basthn items.
Licensing requires that all of our children speingetoutdoors each day. Temperature and wind @utofrs will
be taken into consideration prior to each recésmu feel that your child is too ill to spend tiretside, he or
she is possibly too ill to be at our Center anduthde kept home until they are well enough toipipdte in all
parts of our day.

Playground Safety:

Children will be using the school playgrounds. & safety of the children each class will be gisive
playground equipment appropriate for their age groRreschool age children will only be using thaipment
on the preschool playground which meets the gundslin the 1997 Handbook for Public Playground tgafe
All playground equipment has been designed andlladtto meet safety standards but some school-age
equipment may not comply with the guidelines in 1887 Handbook for Public Playground Safety.

Toys/Electronics:

Children are not allowed to bring toys, tradingdsaradios, electronic games, CD/Tape playersrdaséc. to the
Center. The Center can not be responsible for sects in the event they may be lost, stolen, onatged. The
only exception is when staff gives permission antiio Show and Tell.

Child Abuse/Neglect Statement:

Our Center is in compliance with the child protectiaw, 1975 PA 238. Under the Child Protectiom el
staff are required by law to immediately report arstance where there is reasonable cause to sudplec
abuse or neglect directly to Children’s Protec®avices.

Parent/\VVolunteer Screening Policy:
Volunteers will sign a self-certifying statemendlicating that they have not been convicted of mennvolving
child abuse or neglect or a felony involving hanmnttoeatened harm to children or adults.
e Parents/volunteers are always welcome under sigi@nof program staff, and are never allowed to be
alone with a child not his/her own.
e A criminal history self-certification stating nosory of criminal convictions is required.
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Any volunteer that is with the children for at ledshours a week for more than 2 consecutive weakst
also have a Central Registry background check \idH® stating proof of no history of child
abuse/neglect and a Medical Clearance Requesidsigne physician stating he/she is in good heaith a
free of tuberculosis.

Staff Screening Process Requirements:

The Parchment Board of Education recognizes thatvital to the successful operation of the distiat
positions created by the board be filled with diiedi and competent support staff. Employees dogstito the
terms of the Master Contract Agreement and shaleatp abide by all board policies and districtoglines. All
staff are required to:

Complete an application for employment.

Obtain a criminal history record check from via kigan State Police-Internet Criminal History Access
Tool (ICHAT) stating a clear criminal record.

Secure DHS central registry clearance before comtile children. This is a Central Registry
background check via Michigan Department of Humarviges stating proof of no history of child abuse
and/or neglect.

Secure self-certifying statement of no substardiatause and neglect of children or adults befortamd
with children.

Secure self-certifying statement of no convicti@fiobe contact with children.

Document review of any and all conviction(s) antedaine if appropriate to continue employment.
(Staff cannot be present in the Center with feloagviction of harm or threatened harm or convictodn
child abuse or neglect.)

Livescan fingerprinting is required for all schaldtrict employees including Childcare Center staff
Provide a statement of health signed by a licepdgdician and test negative of communicable
tuberculosis.

Program Director and lead caregiver credentialatgmiand kept on file annually.

Staffing Plan:

In accordance with licensing regulations the adhuilid ratio will be a minimum of:

2 Y2 year olds- - - - 1:8

3yearolds----- 1:10
4 yearolds - - --- 1:12
School Age - - - - - 1:18
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