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Welcome 

 
Dear Parents, 
 
Welcome to the Leelanau Children’s Center where Children Matter. We are excited to be 
partnering with you during the most intense period of development your child will ever 
experience. In these wonderful early childhood years, your family will develop patterns and 
habits, and your child will develop a brain architecture and learning styles, all of which will shape 
your lives. Research tells us time and again that wonderful and supportive environments can help 
families make the most of the years. We hope that at LCC you will find just such an environment. 
We invite you to help us grow an organization that is responsive to families and that provides the 
highest quality programs possible.  
 
The Center is a non-profit agency devoted to the welfare of young children and their families. The 
Center is licensed by the State of Michigan, accredited by the National Association of Young 
Children and Family Support America, and has received awards for excellence from the regional, 
state and national level. In other words, lots of people who see lots of early childhood programs 



think we do a great job; we hope that you will think so too. 
 
Center-based and outreach programs are available in Leland and Northport for parents and 
children in the early childhood years. Preschool and toddlers are housed in classrooms at our 
beautiful purpose-built buildings. Families participating in Parenting Communities outreach are 
served in a variety of locations – from your home to the public library. 
 
LCC provides: 
    Toddler child care – full day care for ages one and walking through age three 
    Preschool child care - part and full day for ages three through five 
    Access to Parenting Communities Program which may include: 

● Weekly playgroups for young children and parents. These playgroups are held 
at the Centers and other locations in Leelanau County 

● Home visits  
● Developmental screening to any community children 
● Parent education provided for any interested parents in community. 

 

We work hard to make the Center a place where children and families come first. Our buildings, 
playgrounds and accreditation status demonstrate our commitment to families. Many people 
have worked hard, contributing time and money, over the years to make this Center a 
comfortable and appropriate place for families to grow safely with support. Thanks are due to all 
of those who have helped us in innumerable ways. We will count on your help to help us maintain 
and improve our programs in the coming years. 
 
There are several ways in which you can become involved. You are welcome to join committees, 
to volunteer in our classrooms, to participate in our annual program reviews and/or to sit on the 
Board. Additionally, all parents are expected to participate in fundraising. We have several 
fundraisers that we believe serve two purposes: of course the lucrative aspect and of equal 
importance is the social aspect. You will be raising your children with the other parents at the 
Center for many years, we encourage you to get to know them and learn how to work and play 
together. Fundraisers also provide a venue for community members to show their support for the 
Center. Fundraising income keeps tuition as low as possible and helps support scholarships and 
other special projects.  
 
The Center is overseen by a volunteer Board of Directors. The Board is comprised of parents and 
community members. Board Members devote hours and hours each year to the Center. We 
consider them our invisible heroes. Please thank them when you see them. Board meetings are 
held monthly (the fourth Monday) and are open to all. Please join us. The Board is divided into 
several committees, which are also open to parents and community members. You will receive an 
invitation to participate in committees, which we hope you will accept. 
 
Most of all, we hope that you will join us in planning and participating in your child’s early 
childhood education. Study after study indicates that parents who are actively involved with their 
child’s education raise successful students. The Parents Advisory Committee will offer a platform 
for parents to be involved with decision making related to our programming. We hope that you 
will share your thoughts, ideas, concerns and talents with us—together we can make the Center 
a great place to grow up. 
 
 
 



Mission Statement 
Children Matter. Because children matter, the Leelanau Children’s Center provides high quality 
early childhood educational programs, and advocates for children, parents and families. 
 

Philosophy 

When you walk in the door of a Leelanau Children’s Center (LCC) program, we hope you will hear the 
sounds of children and adults playing, laughing, singing, thinking and wondering. We hope you will 
see children and adults moving actively, intently working on a project, cuddled up with a book, 
and/or exploring sensory delights. These experiences provide the framework for learning in the early 
childhood years.  
 
LCC believes in play and relationship based learning, we believe that children in group settings should 
experience lightly structured days that allow them to feel safe and supported, while exposing them 
to a wide variety of developmentally appropriate opportunities. Walk in the door and join us on the 
wondrous journey of early childhood development. 
 
LCC is rooted in the belief that relationships are the most important aspect of any care and 
education setting. LCC staff are committed to nurturing warm and meaningful relationships with 
the children and families in their groups, as well as facilitating relationships between the children 
and families.  
 
Social emotional development is the foundation upon which all subsequent development rests. 
Thus, teaching and facilitating pro-social skill development will form the core of each and every 
day at LCC. All LCC staff and children will be expected to engage in respectful’ honest and 
authentic interactions.  
 
Play is the essential ‘work’ of the young child. Through play, young children explore, learn and 
consolidate knowledge. In play, children naturally stretch into every developmental domain: 
physical, language, cognitive, social-emotional, sensory and aesthetic. LCC provides open ended 
opportunities for children to engage in uninterrupted play—play that the children design and 
control. The role of the LCC staff during free play times in to ensure that the environment 
optimally supports the play schemes of the children and to support the play without interrupting. 
 
LCC uses a comprehensive curriculum model for planning and assessment guided by the Creative 
Curriculum and by the Teaching Strategies GOLD assessment tool.  LCC also draws heavily on the 
Constructivist approach to curriculum development in the Center-based preschool and toddler 
programs. Constructivism in the classroom means that the curriculum will help children learn to 
gather information from a number or sources and synthesize the information into theory.  The 
sources to which children turn for information gathering will eventually translate into academic 
disciplines such as math, language arts, science and creative arts.  The projects that children and 
teachers “study” together will stem from children’s ideas, interests, and questions. This approach 
is consistent with the best practices recommended by the Michigan Dept of Education and the 
National Association for the Education of Young Children (NAEYC).   
 
Children develop and learn at different rates and in varying sequences; LCC honors this and the 
many forms of intelligence that children learn through and communicate with. LCC uses children’s 
emerging ideas and questions to develop curriculum using a process that includes predictions, 
testing and research, and an outcome or thesis.   As mentioned above, a great deal of the daily 
focus is on social and emotional development, open-ended play, community building, and 



learning conflict resolution and problem solving skills. Diversity education is delivered using the 
Anti-Bias Curriculum approach and is incorporated across the curriculum.   
 
Children from all walks of life are welcome at LCC. LCC staff believe that the richest learning 
environment is one in which children and parents can learn from and play with peers who are 
both familiar and unfamiliar.  LCC coordinates with itinerants from the Regional School District to 
provide services for children requiring special supports (speech therapy, occupational therapy, 
physical therapy, social work, etc). LCC tries to have Spanish-speaking staff members available for 
children and/or parents who do not speak English. LCC operates Michigan’s Great Start Readiness 
Preschool programs (GSRP) and works closely with our local school districts to provide seamless 
transitions to school. LCC also accepts Dept of Human Services funding and strives to help all 
families find supports that will help them be the parent they wish to be. 
 
LCC believes in supporting the entire family, thus offering a broad range of family supports based 
on the Strengthening Families Through Early Care and Education model. LCC promotes the Five 
Protective Factors: 1) knowledge of child development and parenting, 2) parental reliance, 3) 
knowledge of child development and parenting, 4) concrete resources in times of need, and 5) 
social connections.  LCC provides opportunities for parent education in the forms of playgroups, 
parenting evenings and home visiting and invites parents to participate in the classrooms, to sit 
on committees, and to always feel free to walk in our door. 
 
The LCC philosophy is ever-evolving, and is based on best on current research and best practices 
for young children and their families.  
 

Enrollment Policies 
Application for enrollment for returning families begin in March and returning and waitlisted 
families receive priority enrollment. Application for new families begins in April. A program tour is 
a prerequisite for enrollment. We want you to visit the Center before you enroll. We believe that 
this procedure ensures that we are a good fit for your family’s needs. Applications are considered 
in the order in which they are received, with priority granted to returning families, working 
families and families in high needs situations. Application forms must be completed and returned 
to the Center Director.  An enrollment fee is added to your first tuition bill. A confirmation letter 
will confirm your child’s enrollment status.  
 
A physical examination by a qualified physician, verified by a Health Appraisal Form (available at 
the Center) is required within 30 days of enrollment and should be updated every two years. LCC 
also requires immunization records or a waiver signed by the local health department. Other 
forms are also required, and will be included in the enrollment packet. All forms must be 
completed by the first day of attendance. 
 

Calendar and Hours of Operation 

Our school year begins the day after Labor Day.  A detailed calendar will be provided to each 
family by the end of September indicating all breaks including a Winter and Spring break. The last 
day of school will be determined in accordance to the last week of local public schools.  Summer 
program start and end dates will be decided on by the beginning of April.  A reminder that 
LCC-Leland is closed for inclement weather when Leland Public School is closed and 
LCC-Northport is closed for inclement weather when Northport Public School is closed.  When in 
doubt, check local news sources and our social media for closures.  If the power is out at either 
site for more than one hour we are required to close and have all children picked up.  We will 



contact you in this event.  
 
ARRIVAL 
We begin the formal part of our day at 9:00 when all children will gather for a community music 
circle and then head to their own classrooms.  We expect you to drop off and pick up your child in 
a timely manner.  
 
SCHOOL YEAR HOURS OF OPERATION 
During the school year, the Center is typically open Monday through Friday between 7:30 am and 
5:30 pm.  Our enrollment and budget is examined annually to determine our operating hours and 
days.  In addition, the Center is closed for a one- to two-week period before the summer program 
begins and two weeks before the school year begins for staff training. 
 
SUMMER HOURS OF OPERATION 
During the summer session, the Center is open Monday through Thursday between 7:30 am and 
5:30 pm. 
 
TYPICAL DAILY SCHEDULE (detailed daily schedule in enrollment packet and posted outside 
classrooms)  
 
Preschool 
 
7:30-9:30 Arrival/Freeplay 
9:00-9:10 Music Circle 
9:10-9:25 Owl Meeting (large group) 
9:25-9:40 Snack 
9:40-10:30 Outdoor Freeplay 
10:30-10:40 Small Group and Planning 
10:40-11:40 Indoor Freeplay 
11:40-11:45 Clean up 
11:45-11:50 Owl Meeting, Morning Recall 
11:50-12:15 Lunch 
12:15-1:00 Rest time 
1:00-2:45 Outdoor/Indoor Freeplay 
2:45-2:55 Clean up 
2:55-3:15- Snack 
3:15-3:30 Story time and prepare to go home 
3:30- Full day departure 
3:30-5:30 Extended Day Freeplay including outdoor play, indoor play, art, cooking and gardening 
projects 
 
Toddler 
 
7:30-9:30 Arrival/Freeplay 
9:00-9:10 Music Circle 
9:10-9:30 Snack 
9:30-10:30 Indoor Freeplay 
9:45-10:00 Open ended small group 
10:20-10:30 Clean up 
10:45-11:35 Outdoor Freeplay 
11:45-12:05 Lunch 
12:05-1:00 Rest time (children rest longer as needed)  
1:00-1:45 Outdoor Freeplay 



1:45-2:35 Continued play indoor or outdoor 
2:35-3:30 Open snack and clean up 
3:30 Full day departure 
3:30-5:30 Extended Day Freeplay including outdoor play, indoor play, art, cooking and gardening 
projects 
 

Staff and Volunteers 
The Center is staffed by an extraordinary group of talented and skilled professionals. We also 
seek to include volunteers in our program whenever possible. Everyone, volunteer or teacher, 
who may have unsupervised time in the classroom, is screened by the State Department of 
Human Services and are checked through the State ICHAT system. Our Directors are fingerprinted 
and all staff are checked through the State ICHAT system and sign off on criminal record checks. 
Paid staff are also required to demonstrate that they are healthy and free of TB.  All staff hold 
current certifications in CPR, First Aid, and Blood Borne Pathogens.  
 
Our staff receive great pre- and in-service training, thus are constantly working on their own 
teaching skills. All staff members are required to complete the Child Development Associate 
certification process within their first year at the Center if they come to us with no formal 
education in early childhood education. Most of our staff have degrees in fields related to early 
childhood education and several of them have Bachelors or Masters in Early Childhood Education. 
The Program Director and all Parenting Communities staff maintain an Infant Mental Health 
endorsement. Our staff also participate in an on-going evaluation cycle, which allows them to set 
goals for themselves and to see their progress in achieving their goals.  
 
If you are interested in volunteering with us, please let us know. We know that our programs are 
extraordinary because of the many hands, hearts and minds at work, at play and thinking with us 
every day. 
 

Discipline 

Disciplined behavior and self-regulation are the primary goals at the Center. Our curriculum 
focuses on social skill development, providing children with many opportunities to learn 
appropriate ways to express 
themselves and to manage their wants, needs and emotions. Most preschool conflicts occur over 
misunderstandings or a desperate desire for an object. Each conflict presents an opportunity for 
children to learn conflict resolution skills, which we delight in teaching. Our staff has frequent 
training in how to help children manage conflict and positive discipline approaches.  We are 
dedicated to do utilize every resource to address conflict and challenging behaviors.  
 
In the event of discipline problems that concern us, we will notify parents and together we will 
develop a 30 day discipline plan. After 30 days of behavior intervention and in the event of 
extraordinary and irresolvable discipline problems, LCC reserves the right to terminate services.  
 

Communication 

We consider regular and frequent communication a vital aspect of Center programs. We hope 
that we can spend a moment each day briefly describing your child’s day and catching up with 
you. We will need help from parents whose children carpool or ride the bus in order to find 
communication strategies that suit your schedule and ours.  
 
Our school year begins with a home visit. Your child’s teacher will call you in late August to set up 



a time to come and visit. Our one and only goal with the home visit is to begin, renew or 
strengthen child-teacher and parent-teacher relationships. The base of most of our work is 
relationships, and we want to get them off to a good start. The home visit often puts new LCC 
children at ease on the first days, and gives you and your child’s teacher a relaxed chance to talk 
about your family’s culture, hopes and needs. We offer home visits to families throughout the 
year. Many parents tell us that home visits help them understand their child’s development more 
fully and/or work through issues that have been stressful for the family. Please let us know if you 
are interested in regular home visits. 
 
We can best support your child and family when we know a bit about your life. Changes such as 
starting a new job, moving to a new home, new people moving into your home, illness, deaths, 
births in the family, visiting friends and/or relatives, etc. are all situations which may disrupt a 
child’s routines. Please keep us posted. 
 
The daily sign in sheets have a space at the bottom for comments- when you give us messages 
about your child—grandma is picking up today, Fred may be sleepy due to a late night, etc—we 
encourage you to both TELL us and WRITE it. Many conversations occur in the course of a 
morning and we don’t want to lose track of any of them. You are expected to sign your child in 
every day, and then find a teacher to let us know that your child is at the Center. Departures 
observe the same pattern – let us know that you are leaving, and sign out. 
 
Each family has a mail slot at the Center into which we will place newsletters, notes, bills, and 
other print material we think you may find interesting. We fill the mail slots and you empty them. 
If your child rides the bus and/or carpools, we will empty your mail slot into your child’s backpack 
weekly, or as you direct us. If you have provided us with your email address, you will also receive 
LCC updates via email and our web page (which is filled with all sorts of great LCC and child 
development information).  You can go to www.leelanauchildrenscenter.org and see for yourself.  
 
The observation rooms are always open. We encourage you to come in and observe our 
classrooms— it’s fascinating to see the world of children at play. We are happy to sit in with you 
and discuss what we observe, or we’ll bring you a cup of tea and leave you to observe as you 
wish. 
 
We have a parent lending library, full of titles that provide interesting reading about child 
development, parenting and or family. Please feel free to borrow them at your convenience. 
 
Parent-teacher conferences and home visits are scheduled twice each year, fall and spring. Our 
goal at the fall conference is to discuss the developmental journey we (you and the teachers) 
perceive your child to be on for the year. Together, we may set some goals and talk about 
strategies we’ll employ to support your child. The spring conference is a longer, more in depth 
look at your child’s developmental progress over the year. We’ll show you photos and will have 
tracked your child’s development using various assessment tools, periodically, we may offer 
additional conferences throughout the year. If you would like a home visit at any time, please let 
us know at any time.  
 
We try our best to keep you informed of the goings on at the Center and describe an area of child 
development that we see emerging among children at the Center. Teachers write newsnotes 
from the classroom, giving you a closer look at classroom activities, and we pass out the monthly 
Parenting Communities calendar so you can attend family friendly events and playgroups outside 
of LCC. Our Website, Facebook, Instagram, and Twitter feeds are updated on a regular basis and 
the Admin team will send out emails with a variety of information and news. If you have any other 

http://www.leelanauchildrenscenter.org/


thoughts about written information we might provide you with, please don’t hesitate to let us 
know. 
 
If there arrives a time when you feel that you are unable to communicate effectively with your 
child’s teacher or an LCC staff member, we encourage you to take your concern to the Program 
Director. S/he will do his/her best to understand your concern and will work with you to establish 
more effective communication and/or address your issue. If working with the Program Director is 
ineffective, you are welcome to contact the Executive Director, and if those efforts feel 
unsatisfactory, we encourage you to contact the LCC Board President. While we hope never to 
have to resort to a chain of command sort of communication structure, we are committed to 
ensuring that you are able to air your concerns and promise that we will do our best to work with 
you. 
 
We believe that education is most effective when relationships are meaningful and based on 
trust. Please note that we will hold our conversations with you in all confidence, we will not share 
sensitive information about your family unless you authorize us to do so.  
 
Please help us build relationships with you and your children. Effective relationships are grounded 
in frequent and meaningful communication, which is what we hope you will find at the Center. 
Please let us know if there is anything more we can do to promote open communication with you 
and your family. 
 

What to Wear 
Think of your child’s comfort and developmental needs when you dress your child—clothing free 
of complicated fastenings and easy to move about in is important for your child to develop self 
help skills such as dressing and toileting. We are messy at the Center, we paint, play outdoors, 
cook and play on the ground – please send your child in clothing that will allow him/her to feel 
comfortable about paint drips, spills, mud, etc. We provide paint smocks and try to keep things 
neat, but we are not able to prevent all spills and accidents.  
 
Toileting accidents are frequent occurrences, especially for younger preschoolers and at the 
beginning of the year. Please provide extra sets of clothing—several pair of underpants and 
pants is a good idea. Any clothing soiled during the day will be plastic-bagged and placed in your 
child’s cubby. 
 
Suitable outdoor clothing will be needed each day. Always send clothing appropriate to the 
weather, and perhaps a bit more as the weather here in Northern Michigan is very changeable. 
Please keep a change of clothes in your child’s cubby as well. We go outside everyday, and 
without the appropriate outerwear, your child may be uncomfortable or unable to participate in 
certain outdoor activities. If the wind chill is severe, we may restrict outdoor play to the wind-free 
side of the building. In hot days during the summer, children’s play may be restricted to shady 
areas.  We will apply sunscreen to all children as needed.  If you have special sunscreen that your 
child needs, you will need to supply that and let your child’s teacher know. In the winter, please 
send in slippers, thick socks or some indoor shoes. Boots are not appropriate classroom 
footwear, as children’s feet get too hot AND they track snow and gunk all over the building. 
 
Please LABEL all clothing- from socks and underwear to snowpants and mittens. You can scarcely 
imagine the number of white socks and black mittens that teachers see in the course of a day. 
Unlabeled items end up in the lost and found, or more often, travel home with the child in the 
adjacent cubby. We cannot be responsible for wandering articles of clothing. We work hard to 



help your child develop the habit of putting things away.  
 

Food and Snacks 
Nutritious snacks and lunches are made at the Center and are served throughout the day: a light 
breakfast at about 9:25, a hot lunch at 12:15, an afternoon snack at 2:45 and sometimes a late 
snack at 5:00. We participate in the Child and Adult Care Food Program, which underwrites a 
small portion of our food costs and ensures that we meets State nutrition requirements.  
 
Our meal program is a whole grains and vegetable service, with an emphasis on local products 
(Shetler’s milk, local produce, etc). We strive to teach children healthy eating habits and 
encourage children to participate in meal preparation. 
 
The U.S. Department of Agriculture prohibits discrimination against its customers, employees and 
applicants for employment on the bases of race, color, national origin, age, disability, sex, gender identity, 
religion, reprisal, and where applicable, political beliefs, marital status, familial or parental status, sexual 
orientation, or all or part of an individual’s income is derived from any public assistance program, or 
protected genetic information in employment or in any program or activity conducted or funded by the 
Department. (Not all prohibited bases will apply to all programs and/or employment activities.)  •  If you 
wish to file a Civil Rights complaint of discrimination, complete the USDA Program Discrimination 
Complaint Form, found online at http://www.ascr.usda.gov/complaint_filing_cust.html or at any USDA 
office, or call (866) 632-9992 to request the form. You may also write a letter containing all of the 
information requested in the form. Send your completed complaint form or letter to us by mail at U.S. 
Department of Agriculuture, Director, Office of Adjudication, 1400 Independence Avenue, S.W., 
Washington, D.C. 20250-9410, by fax (202) 690-7442 or email at program.intake@usda.gov  • Individuals 
who are deaf, hard of hearing or have speech disabilities may contact USDA through the Federal Relay 
Service at (800) 877-8339; or (800) 845-6136 (Spanish).  •  USDA is an equal opportunity provider and 
employer. 
 

Rest Time 

Each classroom will offer a rest time after lunch.  This is a time for children to rest their bodies 
and minds.  Some children fall asleep, and some do not – our expectation is simply that they rest. 
The Center is a busy place and these young developing bodies need some downtime. If your child 
does not fall asleep they will be provided with a quiet activity or this is a intimate time to read 
books in small groups.  We will need you to supply us with a sleeping bag or blanket, pillow and or 
comfort objects for your child to nestle into. Your child will have a nap cubby in which these items 
will live. We launder nap items weekly.  You are free to take napping supplies home to launder at 
whatever schedule suits you as well.  
 
Rest time begins at 12:30, nappers are welcome to sleep as long as they need to. Let us know if 
you want us to awaken your child before s/he naturally arouses.  
 

Field Trips 
We take periodic field trips. In your enrollment packet is a form indicating your field trip 
preferences. Primarily our field trips will include walking to a nearby place in the community such 
as the Public School playground, local parks, or local businesses.   
 

Items To and From Home 

Each child is provided with a cubby in which s/he can store clothes, toys, artwork. Please clean it 
out on a regular basis.  

http://www.ascr.usda.gov/complaint_filing_cust.html
mailto:program.intake@usda.gov


 
You can help us by not sending your child to school with toy weapons (guns, swords, etc), nor 
candy, gum, sharp objects or money. In fact, we prefer that your child arrive with no play items 
from home, as sharing personal items can be difficult and not every child has the ability to bring 
play items from home. The Center is well stocked with toys and equipment. If you do decide to 
send something from home, please label it and make sure that your child understands the Center 
sharing policy—any item in the classroom (or on the playground) must be shared. We often ask 
children – are you sure you’ll be okay with other children playing with that? We will not assume 
responsibility for lost or broken items from home. 
 

Adjustment Period 

Coming to the Center can be an overwhelming experience for some children. Your child will have 
to learn to trust new adults and to live in a very social setting. This process may take some time, 
which is why we insist that children have a fixed schedule and will encourage you not to make any 
changes in your child’s schedule during the adjustment period. If it appears that your child is 
struggling with the morning drop off at the Center, we will work with you to develop a 
predictable and stable routine – children do better when they can anticipate the sequence of 
events. If the adjustment appears to be unusually rough, we will work with you to develop some 
plans to ease the situation to the best of our ability. An attitude of trust toward the Center on 
your part will help your child believe that s/he is safe with us. 
 

Financial Policies 
Bills are payable in advance of the week or month, and may be paid by cash, check (payable to 
the Leelanau Children’s Center), credit card (a processing fee may be added to credit card 
payments) or PayPal. A 5% prepay discount will be given to families choosing to prepay tuition for 
the entire school year. Prepaid tuition is not refundable. In order to meet cost of living increases, 
LCC tuition typically rises by an approximate 5% annually. Rates are published each April. You will 
receive a tuition agreement form that will show you the weekly and monthly cost for your child 
and there is a place provided that will allow you to indicate how your bill will be paid.   
 
Any billing concerns must be brought to the attention of the Director within 30 days of the billing 
date, or the original billing will be considered correct. Past due (30 days of non-payment is 
considered past due) accounts (according to your tuition agreement) will be assessed a late fee of 
$10 per month. Overdue accounts will result in a conference between the Director and parent, at 
which time a payment plan will be developed. If the payment plan is not followed, the Center 
reserves the right to terminate services. Current tuition must be paid in full in order for registration 
for an upcoming session to be accepted.  
 
Absences do not reduce tuition. We plan for and staff for your child each day, and the bulk of our 
costs are staffing related. Snow days and power outages also do not reduce tuition. The Snow 
day decision is made by the school district superintendent and is posted on area television, radio 
stations, and websites. We are required by law to close if the power is out for 30 minutes or more 
due to sanitary conditions.  We will call you if this happens during the day and ask you to come 
pick up your child.  This is a per site situation and is often hard to predict.  While we are entirely 
sympathetic to the difficulties of working parents with sick or snowed in children, we are obliged 
to maintain policies that promote fiscal and personal health and safety. 
 
Written notice of termination or changes in schedule must be directed to the Program Director 
two weeks in advance of the change during the school year. 



 
Any child left at the Center after closing hours will be cared for by an overworked staff person, 
and a charge of $30 per 15 minutes (rounded to the next 15 minute increment) will be added to 
your bill.  
 
The Center works diligently to help families find resources, if you are struggling to pay your 
childcare bill, please let us know and we will do our best to help you. 
 

Tuition Assistance 

We work hard to make sure that we stay true to our mission, Children Matter!  Which means all 
children matter and we aim to serve any family who chooses our services regardless of ability to 
pay tuition.  We will work with each family individually to make our program accessible.  The true 
cost of each child enrolled is three times the amount of what we charge in tuition and our staff, 
board, and community is committed to both secure the funds to keep tuition at the rate it is and 
to make scholarship available to those who need it.  Please talk to your program director about 
some of these options listed:   
 
• LCC Community Scholarship  -- Through our annual Gifts That Matter appeal, fundraisers and 
community partner donations we are able to maintain the LCC Community Scholarship Fund. 
These funds are reserved to assist families with tuition costs when no other resources are 
available. Applications are accepted on a quarterly basis and prioritized based on need. 
• DHS Child Care Assistance  -- Childcare assistance may be available through the Michigan 
Department of Human Services and we can help you navigate through this process. Please note 
that supplemental funds come from agencies that may not be synchronized with our billing. You 
may receive delayed reimbursements.  Let us know if you would like us to help you navigate the 
process of applying through DHS.   
 

Fundraising 

Tuition covers only a small portion of our operating costs. If we were to pass the true cost of 
childcare on to families, we would all have to rob banks! In an effort to keep tuition affordable, 
we hold fundraising events each year. We require that parents participate in at least one 
fundraiser per year. You may help by serving on an event planning committee or at the event 
itself. As event planning takes shape, there may be more specific ways in which you can help. If 
you are unable or unwilling to participate, you may buy your way out of the obligation (see the 
family participation form for detail on these and other participation options). 
 

Health and Safety 

Your child’s safety is of primary importance to us. When you drop off and pick up every day, 
please do your best to park on the school side of the street or parking lot, in order to avoid 
crossing the street. If your child is a bus rider, the bus will drop off/pick up at our front door, and a 
teacher will walk out to the bus, to assist the children’s arrival/departure. When you see the 
SLOW DOWN sign in front of the building, please don’t park there – we are reserving the space 
for the bus, so that children are dropped off onto the sidewalk. 
 
At drop off and pick up, please make contact with your child’s teacher, so that we know when 
you are leaving/taking your child, in addition to signing them in. 
 
Please note that all staff are mandated reporters of child abuse and neglect. If we suspect that a 
child is in danger, we are required to report our concerns to the Department of Human Services. 



 
Further health and safety issues are included in the health and safety handbook.  Your program 
director will provide a copy upon request.  All accidents (bump on head, scrape on arm) and 
incidents (bite of toddler to toddler) will be documented and shared upon pick up.  
 
Your child’s health is a matter of importance to us. Upon enrollment, a health examination form, 
signed by a physician, must be provided for each child (a State requirement). Our physical form 
(the green form) serves as the guide to the physician—the expectation is that each child is up to 
date on immunizations, has a hearing and vision assessment, height and weight, and has a blood 
pressure check.  .  If your family chooses to refuse medical care and/or immunizations for 
whatever reason, you must have a form completed at the local health department. Staff must 
also submit health forms, indicating that they are physically fit to teach. 
 
The Center is inspected regularly by the State of Michigan to insure that all health and safety 
requirements are met, and we always pass our inspections with flying colors. In addition, our 
quality rating observers and set yet higher health and safety standards, which we also meet. Our 
license and accreditations are granted only after we have met the criteria.  
 
Toys are disinfected on a daily basis and surfaces are cleaned with a three step process; soapy 
water, water rinse and a bleach solution.  Our cleaning staff is alerted of any illness going around 
to ensure that extra disinfection measures are taken.  
 
Staff are expected to maintain a healthy environment. This shall be accomplished by frequent 
hand washing by children and adults (always before/after handling food and toileting), using 
gloves, when handling bodily fluids and seeing that toys, equipment, and sleeping mats are 
sanitized regularly. Handwashing instructions are posted in the bathrooms, and teachers instruct 
children in how to effectively wash hands- adequate soap, warm water and drying hands with 
paper towels. 
When a child is ill with an infectious disease, parents of children who may have been in contact 
with the infected child will be notified. 
 
If your child develops symptoms of illness during the day, we will notify you and request that you 
pick your child up as soon as possible. If we are unable to reach you and are very concerned about 
the health of your child, we will call the emergency contact people on your emergency card. 
Depending on the severity of the symptoms, we may remove the child from the classroom while 
we await your arrival. A call from us is no reflection of your parenting; symptoms of illness often 
develop rapidly.  
 
Our health policy requires that children be kept home if they have any of the following:  

● a profusely running nose, 
● running or pink eyes  
● a rash 
● a deep seated cough 
● diarrhea 
● an elevated temperature 

 
Children must be free of an elevated temperature for 24 hours before returning to the Center. 
Medications mask fever (and other) symptoms, so please do not administer any unprescribed 
medications in the morning when sending your child to the Center. When antibiotics have been 
prescribed, they must be taken for 24 hours before the child may return to the Center, unless 
your Doctor tells you otherwise. Children who are under a Doctor’s care may return to the Center 



when the Doctor feels they are well enough to do so; a Doctor’s statement so indicating may be 
requested. Please notify us if your child will be absent. We worry about you all when we don’t 
know where you are. 
 
Please notify us immediately if your child develops a communicable disease. We will then notify 
parents whose children may have been exposed. The Director and parents will determine when 
children with communicable diseases may return to the Center. Parents of children with serious 
communicable diseases must consult with the Director about admission or continued enrollment. 
 
In case of serious communicable disease, a team which includes a health care practitioner, the 
parent, a community member, and the child’s teacher will make a recommendation to the 
director as to enrollment or continued enrollment for the child. . Serious communicable diseases 
will be reported to the Health Department.  If a parent wishes to appeal the decision, the Board 
of Directors will make a final and binding decision. 
 
If your child is taking prescribed medication and you need us to administer it during the day, bring 
it to the Center and give it to the teacher. Do NOT send the meds with your child. A permission 
form must be signed and dated by the parents; we’ll initial it as we administer the med. We also 
ask that you remind us about the medication by placing a note at the bottom of your child’s sign 
in sheet. All medication must be in the original container and have the pharmaceutical label with 
your child’s name, physicians name, dosage and the name and strength of the medication. We are 
not allowed to administer non-prescription medication. 
 
No child will be excluded from our program or expelled because of the need for additional 
medical or behavioral support, assistance with toileting, or staff apprehensions.   
 
In case of an accident, whereby medical treatment is necessary, every effort will be made to 
notify parents or emergency contact people. Your child will be transported to the Hospital, 
accompanied by a staff person. A written report of all accidents will be completed by a staff 
person, a copy of the report is placed in your mail slot and we keep a copy in your child’s file. 
 
Children at the Center are constantly on the go. The recovering or somewhat ill child who appears 
on the mend at home may wilt at the Center. The activity and social level of life at the Center can 
make it difficult for children to muster the energy to fight an illness and keep up with their peers 
at the same time. Our final health policy statement is: if children are well enough to come to the 
Center, they are well enough to participate in ALL of our activities, indoors and out. 
 
As this lengthy section demonstrates, your child’s health is of critical importance to us. We will do 
our best to promote a healthy lifestyle by feeding your child nutritious foods, encouraging 
physical activity and teaching problem solving and self-management skills.  
 

Drop Off and Separation 

We understand and respect that for some of you, we are the first people you are entrusting with 
your most prized possession. For some children, entering this busy, bright and new place is 
overwhelming. For others the place may be fascinating, but leaving you is too much to consider. 
And yet others waltz right in the door without a thought to anything but the sand table or their 
new friends. For every family this dance is different, but a few factors are at play in all families. 
Some thoughts: 
 
Make sure that you feel good about the Center if you plan to leave your child with us. Your fears, 



concerns, and wariness exude from your pores (even if you have never said a word to your child) 
and your child may drink it right up.  If you feel unsure about us, figure out how you need to 
resolve your worry – do you need to talk more to teachers?  Observe the classrooms?  Talk to 
other parents? 
 
Rituals help people cope with transitions. Most families establish mealtime and bedtime rituals 
without even realizing it. Chances are that you end your day with your child with a pattern — 
that’s because it’s easier! Consider beginning the day in the same fashion. Think through your 
morning activities and figure out how to streamline them and offer your child some roles and 
predictable sequences. Include your departure form your child at the Center in your planning 
process. 
 
Having a predictable set of movements from the time you arrive at the Center to the time you 
leave often reassures a child (we walk in the door, you take your coat off and hang it up, I walk you 
to the couch where we read one book, we find your teacher, I give you two kisses and one hug, and 
then I leave).  Be sure to let us in on the plan, and let us know when you are leaving, so that we 
can step in if needed.   
 

Toddler-Specific Section 

AGES SERVED 
Children must be walking and one year of age in order to be enrolled into the toddler room. The 
LCC toddler program is set up for children who can manage a fair amount of independence—they 
feed themselves, are expected to sit in small chairs at the table, and are expected to be able to 
navigate around the classroom independently.  
 
Children will transition out of the toddler room when they are potty trained and able to manage 
the complexities of life in the preschool world (usually around age 3). Most often the 
toddler-preschool transition will occur at the beginning of a new session (summer or fall). Parents 
will be included in planning the toddler-preschool transition. 
 
DIAPERING 
Parents must provide us with disposable diapers and wipes for their child (so that we will use the 
size and type you use). If you prefer the use of cloth diapers, you must make arrangements with 
us for the collection and cleaning of the diapers, we are unable to wash them at the Center.  
 
We will diaper toddlers in a designated area, near the children’s bathroom so that the toddlers 
can practice and observe the toileting. The diaper area will be cleaned in a three step process 
(soapy water, water rinse and bleach water solution) subsequent to each diapering and all 
diapering supplies will be kept in the diapering area. Teachers will wash their hands with soap and 
water before and after each diapering (as well as any other body fluids clean up).  
 
Diapering is scheduled regularly, diapers will be also be changed when the teacher notices that 
they are soiled or wet. We will take advantage of diapering moments to engage your toddler in 
conversation and to cuddle for a moment. Toilet training will be planned with parents, so that our 
efforts are consistent with yours. We will encourage the use of our wonderful child sized potties 
as soon as children demonstrate an interest. 
 
Care for children who are not toilet trained will be billed at the toddler rate due to the extra staff 
time required for the diapering, unless the child has a documented impairment. 
 



FEEDING 
If you are still breastfeeding, you are welcome to stop in for breastfeeding visits at any time 
during the day.  Your teacher will be able to inform you of any walking field trips or special events 
at the center you may want to plan around. If you are still breastfeeding, but unable to stop in, 
you may send in breast milk in an assembled bottle unit. Of course, we welcome breastfeeding 
visits. If your toddler drinks formula, we expect you provide us with the formula, bottles and 
nipples, so that we are consistent with what you use at home. Breastmilk and formula shall be 
disposed of after a feeding. We’ll collect the nipples used throughout the day and send them 
home with you for sanitizing. Licensing requires that all formula is commercially prepared and 
that it comes to us in an ‘assembled bottle unit’ that you have labeled with your child’s name and 
date.  
 
For toddlers past the nursing or formula period, we will provide your child with cow’s milk, water 
and juice, unless you prefer we serve a different fluid, in which case we’ll expect you to supply us 
with such fluid. Our snacks and meals will be appropriate to the special needs of toddlers. We will 
introduce them to a variety of tastes and textures, and will encourage them to feed themselves 
and learn to self regulate. As mentioned above, we’ll send menus home regularly and you can 
choose whether you want your child to eat a hot or cold lunch. We’ll also post menus and will let 
you know what your toddler eats daily. 
 

For All 
If you choose to enroll in the Center, we are excited to imagine all that will grow between your 
family and the LCC family. We know that these early childhood years are critical foundation years 
and we are honored that you have chosen to share these most precious years with us. We will do 
our utmost to provide you and your child with the support and resources that will help you all 
grow to meet your optimal development. 
 
Please stay in touch with us, let us know how we are doing, share your hopes and dreams, and 
help us do all that we can to support children and families. 


