MISSION, PURPOSE AND OBJECTIVE
Updated: 9 Feb 2010
Young Child Associates (YCA) serves families as a supplement to the daily care and guidance of their young children.  Our programs are designed using developmentally appropriate practices and activities to promote social, academic and personal growth using large and small group experiences, planned and implemented by a creative and caring team of qualified staff members.

The Stars and Stripes Learning Station (SaSLS) is managed and operated by YCA which is a nonprofit corporation providing quality care for children of families employed at the Hart-Dole-Inouye Federal Center (Federal Center) and throughout the Battle Creek community.  We offer full time infant and toddler care, full and part time pre-school, Kindergarten readiness training, full day Kindergarten, before and after school age care and summer camp for school age children which all include basic skills for living and activities appropriate to individual children’s development.

The primary objective of YCA is to provide a safe, fun and loving environment for children so that families may go to work confident that their children will be happy, healthy and secure.  We strive to obtain the lowest ratio of children to caregiver possible - in most cases well below state requirements.  By doing so, we are able to provide to the children who attend the SaSLS the quality attention they need and deserve.

YCA maintains an “Open-Door Policy” at the SaSLS and we encourage all Parents, Grandparents and Guardians at anytime to visit and participate in classroom and field trip activities as much as they would like and are able to.

STAFF AND PROGRAM

The staff at the SaSLS consistently maintains high standards of care that meet and exceed Michigan licensing requirements.  All staff are trained in CPR and First Aid procedures.  All Lead teachers have received a Bachelor or Associate degree in Early Childhood Education, the Child Development Associate (CDA) or are involved in the process of acquiring this teaching credential.

The daily planned program provides constructive age appropriate experiences for all children who attend the SaSLS through activities such as creative art, basic science and math projects, music, stories, introduction to letter and number concepts and dramatic play.  Creative outdoor play is facilitated by our wonderful state-of-the-art playgrounds.  

The SaSLS provides breakfast, lunch and two snacks prepared according to USDA dietary guidelines for children not needing formula or baby/junior food. 

CURRICULUM - PHILOSOPHY

The Stars and Stripes Learning Station curriculum is based on principles of child development and early childhood education.  It is written in the belief that:

· Play is children’s work.

· Children learn best through play.

· Children need to be actively involved in the learning process in order to learn concepts.

· Children learn about the world through sensory experiences.

· Children learn about their bodies and the world through movement activities.

The Stars and Stripes Learning Station will strive to support and encourage families and build a strong partnership with them in order to nurture their children.

CURRICULUM - GOALS

The curriculum will seek to:

1. Enhance physical skills so children will develop coordination and learn healthy exercise habits.

2. Encourage independence so children can take responsibility for their own self-care and learning.

3. Encourage language development so children can communicate effectively with others and be ready to learn to read.

4. Foster emotional growth and a positive self-concept so that children will feel loved and secure and have the confidence to explore their environment.

5. Develop social skills, based on age and developmentally appropriate expectations, in a classroom where the atmosphere is conducive to learning.

6. Encourage thinking, reasoning, questioning and experimenting to enable children to learn from the world around them, using their senses and hands-on materials.

Encourage creative expression and appreciation for art, so children develop their own creativity and gain confidence in expressing themselves creatively.

GENERAL INFORMATION

FAMILY ORIENTATION: The Director will schedule a time with Family Members to answer questions and review the highlights of the SaSLS.  This time will be scheduled the week before or during the first week of the child’s enrollment.  The child(ren) will visit their classroom during this time to give the Director and Family a chance to get to know each other.  

EOE POLICY: YCA is an Equal Opportunity Employer (EOE).  All children and Families are accepted at the SaSLS without regard to race, creed national origin, sex or handicap.  See Diversity Policy page 23.

LICENSING: YCA is licensed by the Michigan Department of Consumer and Industry Services, Bureau of Regulatory Services to operate a child care center at the SaSLS.  Standards are consistently maintained to meet the requirement of this licensing agency.
ACCREDITATION: The SaSLS has achieved and maintained Accreditation by the National Academy of Early Childhood Programs since October 1995.  Achieving Accreditation is a process by which the SaSLS program administrators, staff, family members and the Academy join together to determine that the SaSLS meets nationally recognized criteria for high quality child care.
AGES OF CHILDREN: The SaSLS is licensed to care for children from the age of six weeks to twelve years of age.
HOURS AND DAYS OF OPERATION: The SaSLS opens each morning at 6:30 am and closes each evening at 5:30 pm, Monday through Friday.
Kindergarten starts promptly at 8:20 am each morning.  Just as in the public schools we take daily attendance is taken for official records.  Please have your Kindergarten student at the center in time to be in class by 8:20 am to avoid any tardy notices and to minimize distractions in the classroom.

FULL-TIME SERVICES: Full time care is available to all children in the following categories:
· Ages six weeks to five years – year round.

· Kindergarten – school year.  SaSLS and Battle Creek Public Schools (BCPS) onsite-partnership-full day (8:20 am- 3:25 am) Kindergarten. This program also includes care before school, after school, days of school closure and is available to all Michigan residents.

· Summer Camp- completed Kindergarten through 5th grade. Full day care is available during the BCPS summer recess.

PART-TIME SERVICES: Part time care is available on a limited basis.  When available, part-time care is provided for children over 2½ years of age and is scheduled in advanced on specific days each week.  Speak with the Director for more information concerning part-time availability.
WAITING LIST: Due to enrollment availability we may not be able to place your child in one of our classrooms right away.  To accommodate the large number of children waiting to be enrolled at the SaSLS we offer a paid deposit waiting list.
The paid deposit includes the 1st weeks tuition and the registration fee.

The list of paid deposits is kept by the date a deposit is received.  Please be aware that Federal guidelines stipulated priority in enrollment placements.  The order of priority is: Active Duty, Federal Center employees, other Federal employees, DOD contracted Federal Center employees, other Federal employees and surrounding community.

Please check with the Director or the Assistant Director for further details.

PICKING-UP AND DROPPING-OFF: For security of all the children enrolled at the SaSLS we ask you to follow this procedure when picking up and dropping off your children.
· Enter the building with your card key (see page 10) through the front door.

· Sign your child in/out in their classrooms.

· If children are inside drop off or pick up from the appropriate class.

· If children are outside drop off or pick up through the classroom door to the outside.

· No child is to be dropped off or picked up through or over top of the outside gates.

· The outside gates (marked emergency exit) are not to be used with or without children.

THESE RULES ARE MADE WITH THE CHILDREN’S SAFETY IN MIND.

PARKING: Persons parking on the Federal Center complex are expected to comply with the speed limits and other restrictions imposed by GSA.  Failure to do so may result in issuance of a ticket.  Federal Center parking stickers need to be affixed to the windshield according to GSA requirements.  Any ticket that you receive in the Federal Center or SaSLS parking lots is your responsibility.  We are NOT able to have tickets revoked once the security guards have issued them.

· Federal Parking Lots: The General Services Administration (GSA) has provided a designated parking area for families of children enrolled at the SaSLS who work at the Federal Center.  This area is in the lot immediately to the East of the SaSLS.  Entry to this lot and parking area is by permit only.  In addition to GSA issued stickers, the SaSLS will issue a parking pass which must be displayed on the dashboard of the family vehicles AT ALL TIMES.

· SaSLS Reserved Parking in Federal Center Parking Lot: There are 22 reserved childcare parking spots in the large Federal Center parking lot.  These spots are immediately adjacent to the gate which leads directly to the SaSLS.  The purpose of the reserved parking is to insure the safety and security of children that are enrolled at the SaSLS.  The goal of this policy and the guidelines/rules that follow is designed to limit potential injury by limiting the number of young children in the large Federal Center parking lot and to alleviate the back up of cars in the SaSLS drop-off and pick-up lot.

SaSLS Reserved parking guidelines/rules:

1. Family members may park in the reserved parking spots only if they are dropping off their child at the SaSLS on that specific day.  If a SaSLS child will be absent or is being dropped off by another person reserved parking is not available to the Family Member.

2. One car only per family in reserved parking at any time.

3. AM arrival:

·  The 4 spots in line next to the SaSLS’s Director spot are reserved until 8:00 am.  There are no exceptions.  Anyone parking in these spots before 8:00 am will be called and asked to move their vehicle immediately.

· Prior to 7:30 am all Families with a child who is under the age of 2½ may select from either the SaSLS reserved or general parking.

· Prior to 7:30 am all Families with children over the age of 2½ may park in general parking only (along sidewalk, fence or rows immediately behind reserved row), reserved parking is available to these families after 7:30 am.

4. After 8:00 am reserved childcare parking is first come first serve for the remained of the day for all SaSLS Families with a valid SaSLS parking permit and their child is present that day.

· SaSLS Parking Area: Short-term parking (drop-off, pick-up, visits) is available to all Families of children enrolled at the SaSLS.  Entry to this area is by card key only.  If you do not have a cardkey with you the only other parking option is on Manchester Street.   

· Street parking: A limited amount of parking is available in designated areas on Manchester Street.  Please observe posted parking restrictions.  We are not able to have tickets revoked once they are written by Battle Creek Public Safety Officers.

INCLEMENT WEATHER: The SaSLS operates in the same manner as the Federal Center.  If the Federal Center is closed due to inclement weather, the SaSLS will also be closed.  If there is a delayed opening, the SaSLS will also be delayed by the same time period as the Federal Center.  A pre-recorded message detailing closing or delayed openings of the Federal Center is available by calling (269) 961-4961 or listening to WBCK (AM 930) radio station.
PUBLIC AND PRIVATE SCHOOL CLOSINGS AND SCHOOL AGE CARE: The SaSLS follows the Battle Creek Public School Calendar.  Part and full day care will be available on BCPS closure days.  Other public and private school closure days may be accommodated with special prior arrangements.  Check with Director or Assistant Director for details.
We will make every effort to provide care on days when schools are closed due to inclement weather.  However, you must call us that morning to make sure we are staffed for care on those days.
EMPLOYEE CRIMINAL HISTORY CLEARANCES

SaSLS along with YCA requires and performs a pre-employment criminal history check on each paid employee. Each employee has received a satisfactory clearance for these agencies:

· Michigan Department of Human Services (Child Protective Services)

· State of Michigan

· FBI

· Department of Homeland Security
VOLUNTEER CRIMINAL HISTORY CLEARANCES

SaSLS along with YCA requires that each volunteer receives a satisfactory clearance from the following agency prior to participating in activities that involve children enrolled at SaSLS:

· Michigan Department of Human Services (Child Protective Services)

ENROLLMENT

To make the process of enrolling a child in the SaSLS as smooth and as easy as possible we ask you to follow these steps:

1. Visit the SaSLS, take a tour and ask all the questions that you can think of.  Feel free to call back and ask any additional questions you may have after returning home.

2. Register your child by filling out the registration form and pay the registration fee, as well as the first week’s tuition.  This payment will reserve a space for your child.

3. When your child is placed at the SaSLS, fill out the following forms (found in the left hand pocket of the SaSLS Family Handbook) which need to be returned to the SaSLS no later than your child’s first day:

A. CHILD INFORMATION CARD (5x7 card): Please fill out completely front and back.  A copy goes to the teacher and the original is kept in the black box in the reception area for emergencies.

B. CHILD INFORMATION SHEET: This form goes to the teacher.  Please tell us about your child.  This will assist us in making your child’s transition as smooth as possible.

C. CHILD’S EMERGENCY INFORMATION SHEET: This form goes on file in the office.

D. GREEN HEALTH APPRAISAL FORM: (on the front) Please fill out the Sections marked Personal, Section 1, and Section 2.  For Section 2 you may either fill in the Immunization dates or give us a copy of your child’s Immunization Record.  Within 30 days of your child’s first day at the SaSLS Sections 3 and 4 of the GREEN HEALTH APPRAISAL FORM must be completed by a physician or qualified nurse.

E. Two copies of the FAMILY CONTRACT (signed and dated) One for your records and one for ours.

F. Completed MICHIGAN FAMILY SIZE AND INCOME DATA FORM.  This form is used for the Michigan School Lunch Nutrition Program.

G. Completed and signed MEDIA RELEASE form.

H. Completed and signed DEPARTMENT OF AGRICULTURE NOTIFICATION form.

I. SaSLS FAMILY ORIENTATION: To be scheduled and completed with the Director.
J. Completed and signed SUNSCREEN/INSECT REPELLANT form.

FEES

TUITION: The cost of childcare tuition is calculated on a yearly basis.  Tuition takes into account all the different aspects of providing the highest quality care, and has been adjusted to reflect absence of care due to holidays, staff training days, etc.  Those costs are then broken down to a weekly payment so families can figure that cost into their budgets.  In order to provide the highest quality care and keep the tuition as low as possible we are unable to make any adjustments because of an individual child’s absence due to sickness or days that do not fall within the vacation policy.
TUITION SCHEDULE: Budget and tuition needs are reviewed each August.  Adjustments to the tuition schedule are typically made each October 1st (each family will be given 30 days written notice of any tuition change) and are subject to change during the term of the contract.  Please see current tuition schedule.
TUITION PAYMENTS: Tuition is due each FRIDAY for the coming week.  Payments may be made by check or money order.  Please place your payment in the payment box at the reception desk.  We will return a receipt to you by the end of the week.
Please note: no cash maybe placed in the payment box at any time.  All cash payments must be signed into cash payment book.  We are not responsible for cash payments placed in the payment box.

A grace period is given until the following TUESDAY at 5:30 pm.  If payment is not received within the grace period your account will be assessed a late fee of $25.00 and you will receive a written notice as a reminder.

NO EXCEPTIONS!!

Failure to pay tuition by the following week will result in termination of your childcare arrangements.  Any tuition amount owed to the SaSLS will be collected through either small claims court or a collection agency.

Tuition payments may be made for more than one week at a time.  Example: two weeks or a month at a time.  However, all payments must be received before childcare is provided not after.  If you have any questions about this or need help in figuring out how to work this out with your paydays please speak to the Director or the Assistant Director.

SCHOOL AGE CHILD CARE TUITION: During the regular school year we require a minimum of 24 hour notice of a change in your child’s schedule or you will be charged for that day.
If your child will not need transportation on a day in which transportation has been scheduled you must let both the SaSLS and the transportation company know about this change.  If you do not notify them there will still be a transportation charge for that day.

TRANSPORTATION: Before and after school transportation is arranged by YCA through Sugar and Spice Childcare.  Please speak to the Director or Assistant Director about fees and arrangements.
SUMMER CAMP FOR SCHOOL AGE CHILDREN: Tuition is charged by the week only and includes all meals and field trips (approximately two per week).  A minimum of a four-week notice is required to take advantage of our summer camp vacation policy.  See vacation policies.
LATE CHARGES: Full time tuition covers up to 9½ hours of childcare per day.  There will be an additional charge of $1.75 per 15 minutes per child for care longer than 9½ hours.  If more than 9½ hours of care is needed routinely, special tuition arrangements may be made by speaking with the Director or Assistant Director.  
The SaSLS closes promptly at 5:30 pm.  After that time there will be an additional charge of $10.00 per 15 minutes per child or part there of per child.  If it is after 5:30 pm and you have not contacted the SaSLS or we cannot reach you or any of your emergency contacts by 5:45 pm, we will contact the Battle Creek Police and Children’s Protective Services.

These extra charges must be paid the following week.

REGISTRATION FEE: Upon enrollment a $35.00 registration fee, as well as the first week’s tuition payment will be due.  This payment will reserve a space for your child.
RETURNED CHECK CHARGES: All checks that are returned to the SaSLS for non-payment will be assessed a $25.00 fee.   This is an automatic fee and CANNOT BE WAIVED.   Once a check is returned to us we are not able to re-deposit it.  All returned check amounts and fees must be taken care of IMMEDIATELY BY CASH OR MONEY ORDER ONLY.  Failure to do so will result in loss of childcare arrangements and collection procedures through Calhoun County Small Claims Court or a collection agency.
Repeated return checks will result in required tuition payments of money order or cash only.

NOTICE OF WITHDRAWAL: Two weeks written advance notice is required prior to withdrawing your child from the SaSLS.  If a two-weeks advance notice is not possible, you are still responsible for the tuition you would have incurred for those last two weeks.  NO EXCEPTIONS!!
MATERNITY OR SPECIAL CIRCUMSTANCES LEAVE: If you have a child in regular attendance at the SaSLS and you go on maternity leave or have special extenuating circumstances which means that your child will not be attending the SaSLS for an extended period of time, you may pay half the full rate of tuition for a total of six weeks.  At the end of six weeks, you must pay at the full rate in order to ensure a space for your child.  Special circumstances other than maternity leave must be discussed with the Director in advance, and will be decided on a case-by-case basis.
TUITION ASSISTANCE: Tuition assistance is available to all Families of children enrolled at the SaSLS. 
· We accept as partial payment Department of Human Services (DHS) low-income daycare payments.  An authorization from DHS and Family Member Co-pay is required.  Please speak with the Director for details.

· Tuition Assistance is available to Federal Employees and Federal Center DoD Contractors.  Please speak with the Director for details.

· We are able to offer limited tuition assistance to Families who do not qualify for DHS or Federal Tuition Assistance through our Combined Federal Campaign (CFC) contributions, United Way contributions, and Fundraising.  Quarterly, we take applications and make tuition assistance awards based on the number of applicants, financial need, and amount of money available.  We encourage all Families of full time children at the SaSLS to apply.  Please speak with the Director for further details.

SECURITY AND CARD KEYS: The SaSLS uses a security system to protect children enrolled at the center.  Entry to the SaSLS building and parking area is by a card key system.  There is a card reader upon entry to the parking area and to the right of the main door.  Card readers will allow families to enter the SaSLS parking lot and building from 6:30 am to 5:30 pm.  Reception area hours are 8:00 am to 5:00 pm.
On the first day that your child attend the SaSLS (Please note: for security reasons the card key procedure can not be completed until your child actually starts to attend the SaSLS.)  The following arrangements can be made for card keys:

A. Federal Center employees may use their Federal Center card keys.  Please speak with Director or    Assistant Director and they will be able to have your card key activated in our system.

B. For those Families who do not have Federal Center ID’s, card keys are available to use in the card readers for a $10.00 per card (refundable deposit).  Again, please see the Director or Assistant Director for these cards.

Please note:  It is not a requirement to obtain a card key, however, without a card key: 

1) parking is available on Manchester St. only and 2) each person will need to sign in at the front desk each and every time they enter the building.

HOLIDAYS AND STAFF TRAINING DAYS: The SaSLS will be closed on the following holidays: New Year’s Day, Memorial Day, 4th of July, Labor Day, Thanksgiving Day (and the day after Thanksgiving) and Christmas Day.  Please note: The SaSLS will be closed in observance of the before mentioned six holidays on the day that the Federal Government selects to recognize them.  Additionally, the SaSLS will be closed in the event the Federal Center closes due to unforeseen events or circumstances.  Tuition is not reduced due to those closures.

The SaSLS will also be closed four days each year for staff training.  The training days will be scheduled on Federal holidays (Martin Luther King Jr. Day, President’s Day, Columbus Day and Veterans Day).  All SaSLS Families will be given a 30 day written notice of the training days.  Regular tuition will be charged for all holidays and staff training days.

VACATIONS

FULL TIME CHILDREN PRESCHOOL AND YOUNGER: One week (up to five consecutive days) of vacation at half tuition will be available to each Family after six continuous months of full time enrollment.  To use these vacation days the following guidelines must be observed with 

NO EXCEPTIONS!!!:
1. A minimum of 2 full weeks (10 business days) written notice must be given to the SaSLS Assistant Director.  Please use the provided form as it has an acknowledgment form on it which will be returned upon receipt of the request.

2. The days must run consecutively and within the same week.

3. The days MAY NOT be divided up and used at separate times.

4. The vacation days must be immediately proceeded by a minimum of six (full) months of full time tuition payments.

5. The half rate of tuition will be calculated on the tuition rate charged at the time of the vacation days and will further be calculated on the amount the Family actually pays excluding any form of tuition assistance.

6. The Families’ account must be paid up and in good standing.

7. The children may not be in attendance at the center on these vacation days.

8. Vacation days ARE NOT accumulative.

KINDERGARTEN VACATIONS: The standard SaSLS vacation policy will not apply to children enrolled in Kindergarten.  The school year Kindergarten program is a special project between SaSLS and BCPS.  The weekly cost during the school year is based upon projected costs and available funding.  These costs have been divided by the number of weeks in the school year and will not be reduced or discounted by an individual child’s absence.

SUMMER SCHOOL AGE VACATIONS: Families with children in the Summer Camp Program will not be charged for absences due to vacations if a written 4 week notice is given to the Summer Camp Director.  
If a four-week notice is not given full tuition will be charged.

Vacations of less than a full week will be honored, however, the daily rate will be charged for all days that children are in attendance.

SAFETY AND HEALTH

PHYSICAL: Michigan State Law requires that each child enrolled at the SaSLS must undergo a physical examination by a physician or qualified nurse practitioner within 30 days following enrollment.  Further all children in childcare must have physicals yearly until they enter Kindergarten.  We will let you know when a new physical is required.
IMMUNIZATIONS: No later than the first day of enrollment, a complete record of your child’s immunization must be provided to the SaSLS.  As your child receives updated immunizations we ask that you please update our records. A copy of the required immunization schedule is included for your information.
PROTECTION OF CHILDREN: We are required by law to report any suspected child abuse.  We take this responsibility both seriously and humbly.  The YCA policy is to report any suspected cases of child abuse to Child Protective Services and our State Child Care Licensing Agent.
SICK CHILDREN: We believe that Families and the SaSLS staff must work together to reduce the spread of disease.  We are acutely aware of the need to protect your child’s health.  We ask that you be concerned not only about the health of you child but also be considerate of the other children and staff at the SaSLS.  To safeguard the health of children and staff we ask you to follow these guidelines:
· Do not send your child to the SaSLS if he/she is ill, even if it is only a sore throat or a mild fever.  The SaSLS will not accept a child for care if he/she is sick or has any of the following symptoms:

1. Fever (101º or above)

     6. Vomiting

2. Rash



     7.  Diarrhea (We will call after the 1st incident






          FYI.  2nd incident we will ask you to pick

3. Nasal Discharge


          up your child)

    (thick, yellow-green color)                            







     8.  Eye discharge

4. Persistent cough










     9. Children that are not well enough to

5. Sore throat


          participate in the regular activities of the 

 classroom

· If your child becomes sick during the regular school day either the teacher or the Director will call you to make arrangements for you to pick up your child promptly (within 30 minutes).  The SaSLS is not able to care for sick children.  The safest and most secure place for your children, when they are sick, is at home.

· A Doctor’s office visit and recommendations for return to care will be honored.  However, please be aware that if symptoms persist or child continues to be ill we will ask you to make arrangements to pick up your child.

· We require that all children are symptom free for a full 24 hours before returning to the SaSLS after an illness.  Further, when children are sent home due to illness they may not return to the SaSLS for a minimum of 24 hours and they must be completely symptom free.
· Families are encouraged to plan ahead for illness by enlisting the help of a neighbor, good friend and/or relative who might be able to provide care when sickness occurs.

· Children who have been given antibiotics may return to the SaSLS only after they have been medicated for a full 24 hours and do not have any of the above symptoms.

· Children with Chickenpox may return to the SaSLS only when the poxes are completely dry and after inspection by the SaSLS Director.

MEDICATION

All medications must be in the original container and must be labeled with the name of the child to receive the medication.

It is the responsibility of the Family Member to:

1. Place and pick-up all medication in the designated medication cabinet in their child’s classroom each morning and afternoon.

· Refrigerated medications should be labeled and placed in the refrigerator in the Bunny Room for all Bunnies, Turtles and Monkeys and in the main kitchen for all other children.

· No medication may at any time be left in diaper bags, older children’s bags, backpacks, children’s cubbies, the kitchen or classroom counter or mailboxes.

2. Fill out the medication log with instructions for the teacher, which is posted in each classroom.

It is the responsibility of the classroom teacher to: 

1. Give all medications at the time(s) instructed by the family on the medication log.

2. Log the date, time, type and amount of medication that is given to the children immediately after each medication that is given on the medication log sheet.  Keep log sheets indefinitely for reference.

**NOTE: Medication cannot be given to any child unless the above procedure is followed!!

***Sunscreen and bug spray do not need to be signed into the medical log.  However, they are to be labeled and can only be used for individual child with a signed permission slip.  

EMERGENCY MEDICAL PLAN: There is an extensive medical plan for the center.  Procedures are posted in each classroom and the staff are familiar with the procedures.  In the case of a medical emergency the Federal Center’s Quick Response Team (Medical First Responders) is called first, 911 and Families in that order.  Daily medical support may be provided by the Registered Nurse at the Federal Center.
EMERGENCY PROCEDURES (General): Monthly fire drills are performed at the SaSLS and all staff are aware of exits and procedure.  In the event of an actual emergency, the children and staff will be relocated to the Palm Garden Room in the Federal Center (directly off the Washington Street entrance.)  Tornado and Severe Weather drills are also practiced quarterly.  We are in direct communication with the Federal Center through a radio system and are included in all security measures.  If the event of an emergency where the Federal Center is not secure, we will relocate to the Army Reserve Center at 135 North Washington Ave and remain under their protection.  Once settled, we will call all families with pick up information.
ACCIDENT REPORTS: In the event that your child is involved in an accident at the SaSLS an accident report will be prepared by the teacher and placed by the sign in & out sheet for you to sign.  If the situation warrants, the family will be notified.  We request that you sign the report that day and returned to the classroom teacher to be filled for our records.
MEALS AND NUTRITION: The SaSLS will serve food of a sufficient quantity and nutritional quality to provide for the dietary needs of each child.  Food is prepared and served based on the food requirements of the Michigan Child Care Food Program.  These food requirements are taken from the Child Care Food Program of the United States Department of Agriculture.  These guidelines indicate the amount any type of food to be served at each meal.
All children who are in attendance when breakfast, lunch, or a snack is served will be given the opportunity to eat.  Learning to accept unfamiliar foods is sometimes a challenging concept for a small child.  Increasing the exposure to new foods will increase the likelihood of future acceptance.  For this reason, children will be served an age appropriate portion of each food and will be encouraged to take at least one bite of the new food before they leave the table. Children will not be forced to take more than one bite or to finish all the food on their plate.  Behavior problems during mealtime will be handled by removing the child from the table after several warnings.  Meals or snacks will never be withheld as a form of discipline.  Good nutritional habits, manners and healthy practices are incorporated into the child’s planned activities and mealtime.

The SaSLS is operated in accordance with Federal law and U.S. Department of Agriculture policy, this institution is prohibited from discriminating on the basis of race, color, national origin, sex, age or disability.  To file a complaint of discrimination, write USDA, Director, Office of Civil Rights, Room 326-W, Whitten Building, 1400 Independence Avenue, SW, Washington, D.C. 20240-9410 or call (202) 720-5964 (voice and TDD).  USDA is an equal opportunity provider and employer.
SPECIAL DIETARY NEEDS: Families with children who have special dietary needs must communicate and coordinate their child’s needs with the classroom teacher, Assistant Director and kitchen personnel.  Every attempt will be made to meet each child’s dietary and nutritional needs.  However, it may be necessary for families to provide certain foods that the SaSLS is not able to provide.
INFANTS: Families have 2 choices for infant foods:

1. Families may choose to provide formula, food, and cereal.  These items must be in labeled jars or containers and formula must be prepared and put in bottles labeled with the child’s name and date.
2. SaSLC may provide infant formula and a daily menu. PLEASE NOTE:  Iron fortified formula, infant food, and cereal are purchased from the South West Michigan Food Bank’s food pantry and may vary day by day and by brand according to availability for children 6 weeks through 11 months of age.
3. Nursing mothers and babies are welcome at Stars and Stripes. Many of our infant room mothers choose to nurse their infants at the center and or provide breast milk for bottle feeding. Often families will choose to do a combination. We do not have a separate room for nursing in the center. Mothers typically use one of the comfortable rockers in the infant classroom and sit off to the side with a small blanket or cloth diaper over their shoulder for privacy. Mothers and caregivers communicate throughout the day regarding the feeding needs of the infant often timing feedings with the mother’s lunch and or break times. Breast milk is stored in the same manner as formula - labeled with the child’s name and date in the classroom refrigerator. Labeled ready to feed containers of breast milk are able to be stored in the freezer for easy access. If you have any questions or concerns, please speak with the classroom teachers or center directors at any time.

Schedules for infants under twelve months will be planned to allow for eating on demand.
FOOD BROUGHT INTO CENTER: The only food that may be brought to the center:
1. Infant bottles, jarred foods and like items.

2. Prearranged items such as for birthdays, parties or special snacks.

3. Special diets, which are authorized by a doctor and prearranged with the kitchen.

We provide breakfast, lunch and 2 snacks each day.  Other food causes a problem with sharing and mess in the hallways, classrooms and cubbies.   All food that arrives at the center that does not fit into the guidelines will be thrown away and reminder note will be attached to the child’s daily report.
MEALTIMES:
Breakfast is served daily between 7:30 am and 8:20 am.  Kindergarten is served between 7:30 am and 8:10 am (allows time for clean-up before start of school day).
Lunch is served daily between 11:30 am and 12:00 pm.

Nutritional snacks are served mid morning and afternoon.

DISCIPLINE

Our goal at the SaSLS is to have happy, peaceful classrooms where all the children are involved in constructive play that involves exploring their world.  To achieve this goal we follow these guidelines:

· Children are encouraged and taught to use interpersonal skills and self-discipline to help them solve problems in their classrooms.

· Children in each classroom will have a clear idea of what the classroom rules are and what behaviors are expected of them.

· The classroom rules will be made with the children’s safety in mind and will be appropriate to their ages and abilities.  There are three basic rules in each classroom: listen, follow directions and keep hands to yourself.

· Discipline, if necessary, is handled in a way that preserves the child’s dignity and does not harm the teacher/child relationship.

· The SaSLS specifically does not employ coercive method of discipline.  We will never humiliate, shame, frighten or strike a child.  Similarly, we will never deprive a child of meals, rest or toilet use.

If a child over 2½ does not abide by the classroom rules, there is a four-step process of discipline:

1. The teacher will speak to the child and the rules will be reviewed and explained.  At this point, the teachers major effort with the child is to help the child gain or improve on his or her problem solving skills so he or she will better be able to handle problem situations in the future.

2. If the child again fails to abide by the rules, the child will be asked to leave the group for time-away.  At the end of the time-away the teacher will talk with the child making sure that they understand why they were ask to leave the group and help the child come up with ways to problem solve in the future.

SaSLS time-aways are no longer than one minute for each year the child is old.  Time-aways are time for the child to be separate from the group, cool down, think about his or her behavior and decide what her or she will do differently next time.  The teacher will keep the Family informed of the child’s behavior through the daily progress report.

3. If the time-away and problem solving does not produce the desired behavior, the child will be sent to the Director’s office for a short period of time and will be under the Director’s supervision.

4. When a child is sent to the Director’s office, the family may be contacted and asked to meet with the teacher and Director.  Together, they will discuss the child’s behavior and work out a plan of action.  Through consistency in discipline at home and at school, most discipline problems can be resolved.

Children under the age of 2½ are informed of the rules, told why they need to follow them and are redirected to another activity.  The teacher will keep the Family informed of the child’s behavior through the daily progress report and ask for a conference if necessary.

Please note:  We believe that all Children and Staff should be able to attend the SaSLS each day knowing that is a safe place form any physical harm.  No corporal or physical punishment will be issued or tolerated by any SaSLS staff member toward any child no matter the circumstances.

Further, no physical action such as hitting, kicking, biting will be tolerated by any child enrolled at the SaSLS toward other children and or any SaSLS Teacher or Staff member.  If your child hits, kicks or bites another child you will be notified and the before mentioned disciplinary action will be taken.  If the situation continues temporary or permanent dismissal from the SaSLS may result.  

PLEASE NOTE: If your child hits, kicks, bites or in any way is physically or verbally abusive to any SaSLS Teacher or Staff member the child will be taken to the Director’s office to be under her supervision.  Parent, Grandparent or Guardian will be called and asked to come immediately to SaSLS for a conference.  At that time the Director will decide whether the child 1) can remain at the center with a specific plan of action 2) temporary dismissal from the SaSLS or 3) permanent dismissal from the SaSLS.

In this case the Director’s decision is final.

Please also see additional discipline policy for school age children entitled Kindergarten/Kangaroo Classroom Discipline Policy and Guidelines and About Summer Camp & School Age Child Care at the SaSLS at the end of this Family Handbook.

FAMILY INVOLVEMENT AND RESPONSIBILITITES

BOARD MEETINGS: The YCA Board of Directors meeting is held the third Monday of each month.  While these monthly meetings are currently closed to board members only we welcome any input by families at any time.
MANGEMENT OF SaSLS: YCA is a not for profit 501C3 charitable organization recognized by the IRS as able to accept donations.  YCA contracts with The Little White House Child Care Center (LWHCCC) and holds a license agreement with General Service Administration (GSA) to manage and operate the SaSLS Fundraising activities purchase. 

SPECIAL HAPPENINGS: Some of the Family events that have become a tradition at the SaSLS including Special Snack days, the Annual Family Picnic, Trick or Treating at the Federal Center, annual visits from Santa Claus and the Easter Bunny, participation in the Salvation Army’s Adopt-a-Family Program at Christmas time and Graduations.  All Families Members are welcome and encouraged to participate in these events.
FIELD TRIPS: Among the variety of enrichment experiences planned for SaSLS children are the field trips and special outings which bring to the child a new understanding of and appreciation for the world in which they live.  The frequency and location of field trips are scheduled according to the ages, interests and abilities of each classroom.  The monthly newsletter details the dates and times of these special events.  A permission slip with date, time and cost (if any) will be placed in the family mailboxes a minimum of one week before any trip is taken.  That permission slip and fee should be returned to the teacher as soon as possible to ensure the child’s participation in the field trip.  Every child feels special when a special Family Member escorts them on a new adventure.  Volunteer drivers and chaperones are needed to make these field trips successful.  If you are able to accompany us on any of our outings, please let your child’s teacher know.  We would love to have you join us.  Field trips are part of the total program at the SaSLS.  Great consideration is given to age appropriate locations.  If you choose not to have your child participate in a field trips you will need to make alternative care arrangement.  Alternative care or reduction in tuition will not be available at the SaSLS.
For the safety and security of all SaSLC children, all volunteer family members will be required to apply for and receive a clearance from the Michigan Department of Homeland Security (Child Protective Services) prior to their participation in classroom field trips. This clearance is a simple process:
1. Complete a simple form with basic information.

2. Take the form along with a driver’s license to the reception desk.

3. The form will be faxed along with a copy of ID to Child Protection Services.

4. A clearance letter will be mailed to the home address. Return that letter to the center   

      and it will be placed in the appropriate child’s file.
ADJUSTMENT PERIOD: Please notify the Director or your child’s teacher of any difficulties your child may have in adjusting to the SaSLS and we will do the same.  Children differ in their adjustment to new environments and people.  We will do our best to make you and your child’s transition into the SaSLS family an exciting adventure.
SCHEDULED HOURS: Ensuring adequate staffing is very important to maintaining the highest standards of care at the SaSLS.  To help us plan for our staffing needs, we will ask you upon enrollment to give us a window of hours that your child will typically be in attendance.  We then ask you to schedule any changes with the Director to assure proper staffing.
8:30 A.M. CALL IN: To ensure your child’s safety, we ask you to call the SaSLS by 8:30 am. (* see school age call in) if your child will not be in attendance that day and it is a regularly scheduled school day for them.  If your child does not arrive by 9:00 am, the classroom teacher or a member of our Administrative Team will call to see if the child will be in attendance that day.
We also ask you to tell us of any scheduled absences due to vacations, etc.  This information helps us to better plan for you child’s care and development.

SCHOOL AGE CALL IN: Because of the varied arrival times of after school children and the fact that some children walk from school to the SaSLS it is VITALLY important for your child’s safety that you inform us if your child will not be in attendance or will arrive at a different time than scheduled.  If a child is 5 minutes later than usual we will start checking on your child’s whereabouts.
PROGRAM EVALUATION: The SaSLS program is evaluated every spring.  This evaluation takes into account all aspects of the program and is done to ensure continuation of the highest quality of care possible for all SaSLS children.  As a Family Member, you will be asked to complete this task in a timely manner, as we consider your opinion invaluable in providing the excellent care you will come to expect from the SaSLS.
FAMILY-TEACHER CONFERENCES: Formal family-teacher conferences are scheduled twice a year (April and November) to discuss your child’s development.  Informal conferences may be scheduled by the Family or teachers at any time.  Likewise, should you need to discuss any concerns with the SaSLS Director, appointments may be scheduled at any time.
RESOLVING FAMILY CONCERNS: If you have a concern about your child at any time please:
1. Speak with your child’s teacher.

2. If you feel that your concerns are not being addressed properly, or you feel the Director just needs to know and respond to your concerns, speak with the Director.  The Director will arrange to meet with the Family and teacher to bring about resolution to everyone’s satisfaction, taking into consideration the best interests of the child concerned.

INFORMATION TO FAMILIES: We ask all Families to check their mailboxes and family information/bulletin boards daily.  Daily feedback is provided by each child’s teacher in the form of a written progress report which is designed to tell you about you child’s activities and experiences for that day.  A monthly newsletter published for your reading enjoyment which is full of information on upcoming field trips, birthdays, special recipes, noteworthy achievements, etc…  Your child’s classroom cubbie should also be checked daily for completed projects and artwork treasures.  It is important for your child to take work home while it is still fresh in his or her mind.

SIGN IN/OUT AND PICK UP: It is the Family Members responsibility to escort their child/children into and out of the SaSLS daily.  It is also State Licensing requirement that children are signed in and out each day.  This documentation is crucial for SaSLS liability as well as providing information as to the exact times your child was in SaSLS care.
If someone other than the Family Member will be bringing and/or picking up your child, the SaSLS must be notified in writing.  Telephone authorization is to be used for emergencies only and must be verified prior to the release of your child.  The SaSLS will not release children to persons under the age of 18.  All persons other than the Family Members will be required to present picture identification.  This includes those people listed on your child’s emergency card.

EMERGENCY CONTACT: If you will not be at your work phone number, please let the staff and/or the Director know your whereabouts and where/how you can be reached in case of an emergency.
If at anytime your emergency contact person changes or will not be available, please provide the SaSLS with written notification of a new contact person, phone number, address and relationship to your child.

CLOTHING: SaSLS encourages children to be creative, which many times means messy.  Because of this, we encourage families to dress their children in comfortable, washable clothing that accepts food spills, water, sand and an occasional paint spot.  Families need to label all clothing that comes to the SaSLS, including coats, snowpants, mittens, scarves, hats, boots, sweaters, swimwear, towels, swim shoes, etc…
In addition, Families need to bring one extra set of labeled clothing (shirt, pants, underwear, and socks) on the first day the child begins at the SaSLS.  We ask that Families take in to consideration the change of seasons, and make sure that proper clothing is always available.  When a child has an occasion to use the extra set of clothes, Families need to bring another set of clothes to the SaSLS the following day for future use.  Families with infants, toddlers and all children involved in potty training are asked to provide two extra sets of clothing.

For those children in diapers, or in the process of potty training, it is the families’ responsibility to provide diapers, creams, powders, wipes, rubber pants, training pants and any other items necessary for the changing of your child.  We ask Family Members to provide diapers and wipes on a weekly basis.

OUTDOOR PLAY AND FUN: Unless we experience inclement weather conditions or temperatures below 20º, your child will spend time every day in outside play activities.  Exercise and fresh air are very important to every child’s good health.  Be sure that you send you child to the SaSLS in weather-appropriate clothing.
If you pick-up your child during outdoor play activities, please remember to sign-out your child and inform the teacher that your child is leaving.

NAPS: In order to provide a balance to the many active parts of the SaSLS day each classroom has a scheduled time for rest and sleep.  Children are not required to sleep, but they are expected to rest and relax for a minimum of 45 minutes.  (*see school age children)  A quiet playtime may follow naptime to allow sleeping children to complete naps without interruption.
Each child in our care under the age of twelve months is assigned his or her own crib and their schedule is developed to allow them to sleep on demand.  Each child in our care over the age of twelve months is assigned a cot for daily use.  Families should bring a small pillow and crib-size blanket from home to be kept at the SaSLS for daily naptime use.  If a child has a favorite stuffed animal that might help them feel more secure during rest time, please bring it also.  Remember to label all items clearly with the child’s name.  Blankets and pillows will be sent home each Friday for laundering by the families.

QUIET TIME FOR SCHOOL AGE CHILDREN: During the regular school year the school age children do not nap.  During Summer Camp after lunch all campers will have a quiet period where a variety of choices are offered such as resting, individual reading, selected video’s, board games etc.
BIRTHDAY CELEBRATIONS: At the SaSLS, we love birthdays!  We enjoy making your child feel extra special as often as we can.  Should you desire to bring special treats for the children, your child and classmates will enjoy your thoughtfulness.  
At the suggestions of many Families, we also encourage you to be creative and do other special things for your child’s class, such as purchasing a special book or learning activity for the class.  For special birthday treats of gift suggestions, feel free to speak with the Director or your child’s teacher.  Schedule the time and the type of snack with your child’s teacher.

FUND-RAISING: According to budgetary needs, fund-raisers will be selected to fund special projects.  Each fundraiser will have a specific goal and will be advertised through the newsletter and bulletin boards.  You will also receive information about fundraisers in you mailboxes.  Your participation is not required, but it is strongly encouraged.  All money raised will either go to the SaSLS in-house tuition assistance fund or will be used to sponsor a specific project that will benefit you child by offering something additional to the SaSLS program.
NO-NO’S: There are a few items that we have found that cause problems in a group setting and we ask you to refrain from allowing your child to bring them to the SaSLS unless specifically requested.  The list is short and simple:  food, gum, candy, toys and videos.  When these items come to the center they will either be thrown away or sent to the Director’s office for safe keeping until they can be retrieved at the end of the day.
Each classroom will have special scheduled days for show and tell and videos that fit into classroom themes.  Please check with your child’s teacher for details.  If you or your child have something extra special to share with the class or the whole center, please don’t hesitate to speak with the classroom teacher and arrange a time to share.

DIVERSITY POLICY

The Stars and Stripes Learning Station is an Equal Opportunity Employer (EOE).  We hire staff based on experience, formal training and willingness to follow through on the Stars and Stripes Learning Station’s philosophy regarding quality childcare practices.  This facility is operated in accordance with U.S.  Department of Agriculture policy that does not permit discrimination because of race, color, sex, age, handicap or national origin.

We accept all children and Families without regard to race, creed, national origin, sex or special need.

Diversity in the classrooms

The teachers follow the recommendations of the National Association for the Education of Young Children.

· Staff provide books, dolls, toys, dress-up props, photos, pictures and music that reflect diverse images children may not likely see elsewhere, as well as those in the classroom.

· Staff talks positively about each child’s physical characteristics and cultural heritage.

· Teachers plan curriculum that is responsive to the specific context of children’s experiences. 

· Culturally diverse and nonsexist activities and materials are provided to help individual children develop positive self-identity, to construct understanding of new concepts by building on prior knowledge and creating shared meaning and to enrich the lives of all children with respectful acceptance and appreciation of differences and similarities.  Books and pictures include people of different races, ages, and abilities and of both genders in various roles.

· The teachers get to know each child well and design activities based on their knowledge of individual children’s differing abilities, developmental levels and approaches to learning.

· Responsiveness to individual differences in children’s abilities and interests is evident in the curriculum, adult’s interactions, and the environment (where photos of children and their Families and children’s work are displayed.)

· Teachers use many strategies to help build a sense of the group as a cohesive community.  The children sometimes work on group activities that all can identify with, such as creating a mural for the classroom or planning a surprise event for parents.  Teachers engage children in experiences that demonstrate the explicit valuing of each child, such as sending a “We miss you” card to a sick classmate.

· Teachers bring each child’s home culture and language into the shared culture of the school so that children feel accepted and gain a sense of belonging.  The contributions of each child’s family and cultural group are recognized and valued by others.  Children learn to respect and appreciate similarities and differences among people.

· Children with disabilities or special learning needs are included in the classroom socially and intellectually as well as physically and necessary supports are provided to ensure that their individual needs are met in that context.  As much as possible, children with disabilities receive therapeutic or other services within their regular classroom to maintain their sense of continuity and support their feeling of belonging to and acceptance by the group.

· Teachers plan and prepare a learning environment that fosters children’s initiative, active exploration of material and sustained engagement with other children, adults and activities.  In choosing materials and equipment, teachers consider children’s developmental levels and the social/cultural context, for instance, the geographic location of the program and the backgrounds of the children.

· Teachers plan a variety of concrete learning experiences with materials and people relevant to children’s own life experiences and that promote their interests, engagement in learning, and conceptual development.  Materials include, but are not limited to, blocks and other construction materials, dramatic-play themes and props, art and modeling materials, sand and water with tools for measuring and tools for simple science activities.

Teachers provide opportunities for children to plan and select many of their own activities from among a variety of learning areas and projects the teacher makes available, based on program goals and information gathered about children’s varying interests and abilities.  Following their own interests, children choose from among various activities that typically include, but are not limited to, dramatic-play, construction, science and/or math experiences, games and puzzles, books, and recordings, computers, art and music.  Teachers also use these various materials and experiences in teacher-planned activities to address learning goals; for example, a dramatic-play restaurant theme includes literacy (menus, order forms) and mathematical material (play money, cash register.)  These materials are inclusive in language, abilities and culture. 

KINDERGARTEN/KANGAROO CLASSROOM DISCIPLINE POLICY AND GUIDELINES
Our goal is to establish a peaceful classroom with an atmosphere where students and teachers alike are able to investigate, explore, gather information and play while being safe from any physical harm.

In order to facilitate this goal, we have establish 3 basic rules, which are:

1. Listen to the speaker

2. Follow directions the first time

3. Keep, hands, feet and all objects to yourself

If your child does not abide by the basic rules the following procedures will be followed:

· In the case of listening and following directions the teacher will speak to the child using redirection, review and explanation.  At this point the teachers major focus is to help the student gain or improve their problem solving skills so they will be better prepared to handle situations in the future.

· If a student does not follow Rule #3:

1. The student will be removed from the classroom.

2. The Parent, Grandparent or Guardian will be called and asked to come to the center to discuss the situation with the child and come up with a written plan for improved behavior.

3. The child may return to the classroom only after a plan is discussed with a classroom teacher or Director.  A child who does not follow Rule #3 may be suspended for a period of time (remainder of the day would be typical). 

4. A student who does not follow Rule #3 may be suspended for a period of time (remainder of the day would be typical).  The length of suspended will be at the discretion of the Director and will be based upon the severity of the situation and Battle Creek Public Schools Elementary Student Handbook.

Please note: A student who hits, kicks or in any way physically strikes a teacher will automatically be suspended for a minimum of one day.

ABOUT SUMMER CAMP AND SCHOOL AGE CHILDCARE AT SaSLS

Summer Camp at Stars & Stripes provides physical safety, emotional support, and physical and intellectual stimulation.  Above all, Summer Camp at the SaSLS is fun.  Arriving at a quality program has taken careful thought and a lot of hard work.

Stars and Stripes Learning Station firmly believes that emotional support for children is a key aspect of a quality program.  We believe children need to feel that they are individually cared for and unconditionally loved.  A quality summer program provides support to help children understand and resolve their own disputes.  In order to provide needed emotional support, SaSLS staff strives to supply positive reinforcement and appropriate consequences to promote positive actions and behaviors in children.  Therefore, inappropriate behaviors are addressed as they occur.  

Overall, school age children are given many chances to identify and correct their own inappropriate behaviors.  More chances to identify and correct inappropriate behaviors gives children opportunities to develop successful negotiating skills.  Through the availability of personal choices and decision-making, children are able to meet challenges and develop relationship skills.  Since SaSLS is aware that individuals learn from their mistakes, proper and consistent consequences are given to reinforce appropriate behaviors.  Listed below you will find SaSLS’s policy on consequences of inappropriate behaviors.

1. Inform child of his or her wrongdoing.  The staff will help the child decide what action should be taken to correct or prevent future problems.

2. Either verbal or written communication with Parent, Guardian or Grandparent will take place if there is a second occurrence of the same behavior.

3. If the same behavior occurs a third time, and the Parent, Guardian or Grandparent has been contacted, one-day suspension from the program will occur.  This will be done if a teacher is dealing with the same incident three times.

This is important to do for three reasons:

· It gives the teachers boundaries for working with the school age children.

· It helps teach the children accountability and responsibility.

· It gives Families clear guidelines.

Examples:

Stealing

Vulgar inappropriate language

Verbal or physical fights

Racial slurs

Sexual talk, jokes, and or innuendoes

Blatant disrespect

Constant put downs to others

Writing obscene words and messages on the computer

Destroying property
In consideration of my child’s participation in the SaSLS School-Age Program, I agree to the following:

· I have read and will discuss the above information with my child/children.

· I understand that in the event violation of the established policy at SaSLS, my child will be suspended for one or more days.

· I understand that in the event violations of this policy occur, the Stars and Stripes Learning Station (SaSLS) will contact me prior to suspension of my child/children.

· There will be no charge for the day(s) of suspension.

Signature
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