
ST. MARY CHILD DEVELOPMENT CENTER

PARENT HANDBOOK

St. Mary Child Development Center was established in 1990 to serve  parents in  need of a safe and loving
environment for their children. Our staff strives to instill positive feelings through creative learning experiences at
their levels.  We create and maintain a healthy, social atmosphere while your child develops early childhood
friendships.



GOALS

St. Mary Child Development Centers goal is to provide an educational program to all children enrolled while offering a network of support to
each family as a whole.  Our teachers work in partnership with each family to identify individual goals and plans for the children. Our
curriculum provides a comprehensive program for children of all ages.

For children 3-5 years, goals focus on developing initiative, social relations, creative representation, movement and music, language and
literacy, and mathematics and science. Progress occurs when adults scaffold the child's learning. Teachers support children at their current
skill levels as well as provide opportunities for them to move toward their next level of development. 

Program success also requires a strong partnership with each family.  Teachers, administrators, and parents work together to utilize a variety
of resources within the program as well as the community to ensure that all members of the families receive the support they need and/or
desire.

CULTURAL PLAN

The Center  invites  children of  any ability,  racial,  culture,  religion,  and ethnic  origin.  We recognize the  participation of  all  people,  non-
discriminating on any basis in the administration of our program. Our policies, procedures and practices reflect a respect and valuing of each
child's culture and special needs. Our curriculum provides a supportive early learning program that respects home culture and promotes and
encourages the active involvement of  the traditional family and the non-traditional family unit.  Materials, such as,  food boxes, picture,
clothing, etc. will be added to the environment to reflect family's cultural and community.  Within the curriculum children are exposed to art,
music, dance, and pretend play with respect to all children, accommodations are made to foster and offer alternatives to support the lives of
all of our families.  

PROGRAMS

Our curriculum is designed to integrate the concepts, skills and philosophies that involve creative thinking. An individual Educational Plan will
be conducted by a qualified team to determine the appropriateness of additional services.

In accordance with our goal and philosophy, St.  Mary Child Development Center is an active learning program. Each day children are
provided with time for child initiated activities using a variety of materials and spaces. We strive to challenge and stimulate each child at
his/her own development level and interests and foster a positive self image by accepting each child as an individual.

Through active learning young children construct knowledge that helps them make sense of their world. The power of active learning comes
from personal initiative. Young children act on their innate desire to explore; they ask and search for answers to questions about people,
materials, events, and ideas that arouse their curiosity; they solve problems that stand in the way of their goals; and they generate new
strategies to try.    As they follow their intentions, children invariably engage in key experiences: creative and ongoing interactions with
people, materials, and ideas that promote a child's mental, emotional, social, and physical growth. Active learning depends on positive adult-
child interactions. Most activities are teacher planned and guided around children's interests, but each child can freely choose which activity,
materials, or space he/she wished to use at the appropriate time of day.  A daily routine is posted in each classroom. 

A carefully designed assessment will be used throughout the school year to reflect each child's progress. Lesson plans will be based around
each child's needs and interests to promote developmental progress. A family report will be provided during conferences at least two times
each school year.

STAFF

The St.  Mary  Child  Development  Center  teaching team consists  of  educated and experienced early  learning professionals.  We have
qualified, dedicated and caring staff, who shall be of responsible, moral character and suitable to meet the needs of all children.

Licensing and Regulatory Affairs requires all child care staff to complete 8 hours of child health and safety training plus 16 hours per year of
in-service training and professional development in the areas of early childhood education, child development, cultural diversity and early
childhood philosophy and strategies. Each staff member strives to create a warm and loving environment filled with experiences that will
foster intrinsic motivation to enjoy school and learn.  In addition to ensuring that all staff members are well prepared to educate children, staff
are certified in CPR, First Aid and Blood Borne Pathogens.

Licensing and Regulatory Affairs requires all child care staff to have a comprehensive background check for any criminal, abuse or neglect
on record. The Diocese of Lansing also requires that staff and volunteers complete an online course “Protecting God's Children”, as well as,
sign a Code of Conduct.
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PRESCHOOL

Our days are filled with a variety of learning opportunities that become the building blocks for each child. We focus on developing social skills
and developing a desire for learning. We maintain a ratio of 8 children per 1 adult.

KINDERGARTEN READINESS

Our Kindergarten Readiness serves children who will be entering kindergarten the following fall. We enjoy field trips, special events and
parties throughout the school year. 

SCHOOL AGE PROGRAM

We offer a program for school children in K-6. We provide services before and after school, as well as, days your child's school is not in
session including snow days and ½ days. 

SPECIAL NEEDS

Our program is committed to the principle of inclusion. Staff receive ongoing training on inclusion/special needs. Confidentiality of children
and families is respected. Staff and families collaborate to meet the individual needs of the child. Communication with families is ongoing and
is responsive to the needs of families. The classroom environment is free of barriers and a variety of teaching strategies are used to meet the
individual needs of children. Staff facilitate or enhance interactions between children with and without disabilities.

DAILY ACTIVITIES

The following are parts of our regular program: 

 Large group time – This time is for group sharing, singing, finger play, group games, stories, etc.

Small  group time –  This  time provides children with opportunities  to use materials,  experiment  with these materials,  talk  about  their
discoveries and solve problems they encounter. Small group builds on a child's strengths, introduces children to material and experiences
they might otherwise miss, and provides adults with an intimate setting where they can observe and learn about individual children on a daily
basis.

Work time – This period allows children to plan what they would like to do, do it, and return back to their small groups to talk about some
things they did.

Outside time – 30 minutes is dedicated to active outdoor time, with appropriate indoor physical activities available when weather prohibits
outdoor play. 

FOOD SERVICE 

Due to children's allergies, St. Mary Child Development Center is a  100%  Nut Free  facility.  This includes, but is not limited to, all nut
butters, cereals, candy, alternate milk products, etc.  Label foods that are made with a peanut butter alternative. 

Parents will be required to sign an agreement to provide ALL foods and supplies (spoons, bowls, etc.) for their child's meals. All lunch
boxes or bags must be clearly labeled on the outside with the child's name  and current date.  

The Center provides non fat or 1% milk and nutritious snacks. Snacks are served once in the morning and once in the afternoon. This
includes all  drop-in  children.  Snack menus are  posted in  each classroom.  We ask that  parents  refrain  from sending sugary  and/or
carbonated beverages with your child.

Foods considered a choking hazard (see attachment) must be cut in small, appropriate size pieces prior to arrival at the Center.  The need
for food to be cut by staff takes away from adequate supervision and educational experiences.

A refrigerator is available in each classroom for temporary food storage.  We do not have a licensed kitchen, so all foods provided should
only require warming.  Due to limited storage and LARA regulation, all food should be provided in a one day supply only.

Breakfast will only be served 6:00a – 7:45a.  Your child will be arriving after 7:45a, please provide them with breakfast before
arriving.  As with lunch, all foods and supplies are provided by the parent.

We welcome parents to provide special snacks for our children. However,  due to a variety of food allergies, we ask that the snack be
commercially made, whenever possible. 
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REST POLICY

The Center will provide each child in attendance for five or more continuous hours per day with an opportunity to rest. Parents should
provide  a small blanket and pillow (no larger than travel size) to be kept at the Center.  Blankets and pillow must be clearly and permanently
labeled with the child's name, and shall  be used only by the child. Each will  be sent home at least once per week or as required for
appropriate laundering.  Those children who do not rest (4 years and older), will be provided a “quiet time” to provide their bodies
and minds the opportunity to rest.

INJURIES

Parents will be contacted immediately if their child is hurt and requires special medical treatment. If we cannot reach you, we will contact the
individual(s) listed on your emergency card. Appropriate First Aid will be given by trained staff member while we wait for a parent to arrive. All
teaching staff are trained in First Aid and CPR. If emergency care is required, we will call 911, and a staff member will accompany your child
to the nearest appropriate medical facility as indicated on your emergency card. Your authority for the Center to contact your family physician
and to take whatever emergency medical measures are deemed necessary is part of your enrollment agreement. 

Parents will also be notified of injuries that are not of an emergency nature (pinched fingers, bumps on the head...) That might require
physician's consultation, but are not serious. 

HEALTH POLICY

The Center is licensed to care ONLY for children in good health. Children may not attend if they exhibit any of the following symptoms:

Fever (100 or above) Rash Severe nasal/eye discharges
Vomiting Diarrhea Listlessness or irritability

Children must be symptom free for 24 hours (without medications) before returning to the Center. The Center reserves the right to refuse
care to a child of questionable health until a doctor's permission is documented. Care will be given in an isolated area to a child who
becomes ill while a attendance, until a parent is contacted and arrangements are made to have the child removed from the Center. If a
parent cannot be contacted, the person listed as the emergency contact will be notified. In case of a medical emergency, the child will be
transported to a nearby medical facility, accompanied by a staff person. The staff person will remain with the child until the parent or guardian
arrives and properly identifies himself. The room and all equipment in the isolated area will be thoroughly cleaned after being used by an ill
child. 

Health physicals are due at the beginning of the child's 1st school year, within 30 days of the child's start date, and every 2 years thereafter.
Physicals and immunizations will be reviewed in the Fall and Winter terms. Proof of required immunizations must be documented.  The
State of Michigan mandates exclusion for any child that is not up to date on immunizations or has obtained a valid waiver from the
Health Department.   The Center must be notified if a child has been exposed to any communicable diseases.   An annual good health
statement completed by a parent or guardian is required for all school age children. 

MEDICINE POLICY

Written authorization is required before any medication can be administered to a child. A Medical Authorization must be on file, which is
signed and dated. Verbal permission over the phone is not acceptable. This includes prescription and non-prescription drugs, including
aspirin, cough syrup, cough drops,  or any other non – topical “over the counter” medication. 

Both prescription medication and over the counter medication, must be in the original container and labeled with the child's complete name,
the medication name, recommended dosage, time intervals for administration, expiration date and doctors name and license number.. Pain
relief medication (i.e. Tylenol) may be administered ONLY for pain, it is not to be given to keep down or mask a fever or illness. The child
must have received an initial dosage of the medication at home in advance of authorizing staff members to administer medication while in
our care. We request that parents schedule medication administration dosages to require the minimal amount of doses to be received while
in the care of the Center. All medications will be stored according to the instructions on the label, kept beyond the reach of children in a
cabinet or the refrigerator and returned to the parent when no longer needed. 
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ANTI-BULLYING POLICY

St. Mary Child Development Center recognizes that a center that is physically and emotionally safe and secure promotes good citizenship,
increases student attendance, engagement and supports academic achievement. To protect the rights of all children enrolled, St. Mary Child
Development Center prohibits acts of bullying, harassment and other forms of aggression and violence. Bullying or harassment, like other
forms of aggressive and violent behaviors, interferes with both a school's ability to educate its students and the student's ability to learn. All
staff and parents, volunteers and students are expected to refuse to tolerate bullying and harassment, while also demonstrating behavior that
is respectful and civil.

PARENT INFORMATION

Open door – Any parent has the right to inspect the Center at any time. We have a open door policy. Parents may go right into the room to
be with their child at any time. We encourage parents to visit regularly and to participate in any activities (see volunteers).

Smoking –  Smoking (including but not limited to tobacco, cannabis, electronic smoking devices, etc) is not allowed during field trips or
anytime in the presence of children while they are in the Centers care. Our entire facility is a smoke free environment including the parking
lot. For the health and safety of our children, we appreciate your cooperation.

Licensing Notebook – A licensing notebook is available in the office area for parents to view at any time during regular business hours. The
notebook  contains all  the  licensing inspections,  special  investigation  reports  and related corrective  action  plans  since May 28,  2010.
Licensing inspection and special investigation reports from at least the past two years are available on the child care licensing website at
www.michigan.gov/michildcare.

Communication – Important messages will be put in your child's lunch box, mailbox, on the message board, and/or sent via email. This
includes calendars, newsletters, projects, notice of illness, etc. Please check for and read all materials sent home by the teacher and office.

Conferences – Parents are invited to participate in conferences, twice per year, with their child's teacher. Communication is important, so
additional times can be arranged at your convenience. Information concerning this can be found in the newsletter,  on the calender and
posted in your child's room.

Photographs – Photographs of the children participating in our programs may be taken from time to time and may appear in the newsletter
or brochures. Your permission for photographs will be obtained prior to including your child and will be used without compensation as part of
this agreement.

Items from home –  Parents  should be sure their  child  is dressed in comfortable,  washable,  appropriate clothing so that  he/she can
participate in all activities including outdoor play. For your child's safety we ask that your child wear an athletic shoe or sandal with straps (no
crocs or flip flops). All outerwear accessories should be clearly labeled with the child's name. Toys and personal items other than books are
not permitted in the Center.  

STAFF WILL NOT BE RESPONSIBLE FOR BROKEN OR LOST ITEMS FROM HOME.  

Under no circumstance shall a child be permitted to bring guns, knives, or any other toy weapons to the Center. 

Special celebrations -  Parents are welcome to send a special treat to school to share with their child's friends on birthdays or special
occasions. Due to a variety of food allergies, we ask that snacks be commercially made, whenever possible. Please let your child's teacher
know in advance that you will bring a treat.

Information -  It is contrary to the best interest of the Center, and those we serve, to give out information regarding children and their
parents.  Such information  will  be  held  in  strict  confidence and will  not  be  discussed with  anyone  outside  of  the  Center.  Confidential
information will only be discussed within the Center, when it will benefit the care provided to the parents and children. Refer any inquires
regarding parents or children to the Director.

Grievance Policy - When a dispute/concern occurs, parents are encouraged to resolve the issue with the classroom teaching team first.  If
an agreement can not be reached, parents may seek assistance from the program director.  If the director requires assistance in resolving
the dispute, or if the dispute involves a staff and the director, parents may contact the Parish Priest.

FIELD TRIPS

Field trips and nature walks are considered an important part of the educational program and will be taken periodically to nearby places. The 
Center contracts with Lumen Christi for transporting the children on field trips and provide the same responsible adult supervision for these 
excursions as is provided children while in attendance at the Center. Parents are welcome to join us and may be asked to help supervise 
(see volunteers) some of the children. 
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VOLUNTEERS

Volunteers are always welcome to participate in field trips, parties, etc.  Licensing and Regulatory Affairs requires that all volunteers be
fingerprinted prior to unsupervised contact with children.  The cost of fingerprinting will be at the expense of the volunteer.  In addition,
Diocese of Lansing requires volunteers to complete an online course “Protecting God's Children” and sign a Code of Conduct,  prior to
unsupervised contact with children.

DISCIPLINE POLICY

The Center will use “Conflict Resolution” as a method of discipline, whenever possible.  Conflict Resolution encourages self control, self-
direction, self-esteem and cooperation.

We work with children on problem solving techniques: 

– Approach calmly, stopping any hurtful actions

– Acknowledge child's feelings

– Gather information

– Restate the problem

– Ask for ideas for solutions and choose one together

– Be prepared to give follow-up support

– Stay near by

Occasionally “time away”  will be used to allow the child to regain self control.  Time away will only be used when necessary and will be
based on the child's development. “Time away” means that the child will sit on a chair outside the group or at a table activity, but still under
supervision of the staff. When the child regains control, the staff member and the child will discuss the situation on a one to one basis. The
child will then rejoin the group.

No physical discipline, mental or emotional punishment, humiliation, shaming or threatening will be allowed. A child will never be deprived of
meals, snacks, rest or toilet use while at the Center. 

CHILD ABUSE AND NEGLECT

Child abuse and neglect is against the law.  Staff  and volunteers  at St.  Mary's are mandated reporters.  When child abuse/neglect is
suspected we ask that you contact the Director.  Child protective services must be contacted immediately with a written follow-up within 72
hours.

CONFIDENTIALITY

Staff might learn or receive confidential information, during or after employment.  Confidential information may not be shared with non-
employees except as provided by law or court order, and may be shared with other employees only on the basis of need to know.

ATTENDANCE

St. Mary Child Development Center offers a variety of schedule options for enrollment, and families may arrange for the days and times that
best meet their needs. While attendance in our tuition based classrooms is not mandatory, it is strongly recommended that the children are
present as often as they are scheduled so that they are able to receive the most benefit from the program. Parents are asked to inform the
Center when their child will be absent or arriving for the day later than scheduled, as this aids the teachers in planning their daily activities. 

The Center has strict safety policies regarding the arrival of students who ride the bus to and from school. Parents must ensure that the
office is aware of schedule changes and alert the center when their child will not be riding the bus after school as planned.

Children must be signed in and out of the Center every day they attend.  This times are used for child accountability and billing purposes.  If
your child is repeatedly not signed in or out, your account will be charged at the full day rate.
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EMERGENCY CLOSINGS

If the Center must close due to an emergency, we will put a message on the voice mail system. If you have questions before you bring your
child to school, call 517-784-3366. Closings due to weather will be noted on the local television channel. When the Jackson Catholic Schools
are not in session, doesn't mean that the Center is closed.   If the Center must close due to weather while in operation, the parents will be
notified and will need to make arrangements for their child to be picked up. The staff will stay with the children until the last child has been
picked up.  If the Center must close due to a power outage, gas leak or any other event that may create an unsafe situation for the children
during regular hours of operation, the parents will be notified and may need to make arrangements for their child to be picked up. There is no
tuition refund for emergency closings.

WEATHER

Children will go outside everyday unless there is inclement weather or unsafe conditions.  This includes, but is not limited to; rain, ice,
temperatures below 10 degrees (including the wind chill), etc.  Please make sure your child has the appropriate outside apparel each day
he/she attends.

ADMISSION

St. Mary Child Development Center is a non-profit, self supporting organization sponsored by St. Mary Parish. The Center is licensed to care
for children between 2 years 6 months to 12 years of age.  

Enrollment is on a space available basis. A waiting list is maintained by the office and will be used when an opening presents itself. Full time
enrollments will be given priority when space is limited. All required forms must be on file prior to the child's first day of attendance. 

WITHDRAWAL 

We at St. Mary CDC reserve the right to terminate services for any family that does not meet the following guidelines:

– Families must pay tuition in a timely manner.

– Families must work in cooperation with the Center for the good of all children.

– Families may not create a hostile work environment for any Center staff.

St. Mary CDC reserves the right to make the final determination regarding program termination for any reason.

A  TWO WEEK WRITTEN NOTICE is mandatory if a child is to be withdrawn from the Center to allow the opportunity to fill vacancies without
lapse in the Center's revenue. A TWO WEEK NOTICE must be given when reducing regular scheduled hours. Payment is mandatory for
these two weeks.

A child who is absent a minimum of one month, without a written advance notice given to the center's director, will be considered withdrawn
from the program. Families who are asked to leave the center due to an outstanding tuition balance will be required to pay all outstanding
tuition, late fees, registration fee and one months tuition in advance to return to the Center, space permitting. The Center is unable to
guarantee that space will be available for extended absences unless full payment is made during the absence. 

TUITION 
        

There is one week of vacation, tuition free, per year.  The number of days is based on the students schedule.  All other tuition is due
regardless of absences during a week.

A penalty “late pickup” charge of $1.00/minute per child will be assessed for a child who is at the Center beyond 6pm.  Children contracted
for preschool or half day will be charged the next tuition level.

A $20 additional fee will be added to bills for each week there is an outstanding balance regardless of termination from the Center. 

There is a $20 charge for returned checks, regardless of the reason. 

Drop-ins are welcome on a space available basis only. An up charge (see pricing sheet) will be added for drop in or add on days.   In order to
schedule staff efficiently, an accurate count of expected students is required at all times. Parents will be held financially responsible for all
extra dates and hours that they have requested in ADVANCE of their child's attendance. 
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TUITION SUBSIDIES 

Parents who receive assistance for child care from the Department of Human Services (DHS) or other agencies, must have proof of current
authorization, showing the amount you will  receive for assistance each week, prior to registration. If a child starts prior to authorization
approval, or if there is a lapse time between approvals, the parent is responsible for 100% of the tuition payments until the Center receives
notice of authorization. Reimbursement is dependent on your child's attendance,  not the authorized hours.   Absent  days will  still  be
charged and the parent is liable for any of the tuition that is not covered by the payments received from the assistance program.    

SCHEDULE OF OPERATIONS

The hours of operation are 6:00 am – 6:00 pm Monday through Friday. The Center will remain open for operation throughout the year, and
during most non-school days. Preschool and Kindergarten Readiness class times are 8:30a -11:30a M-F.

The Center will close 2 weeks for maintenance and professional development, prior to the start of the fall semester.  Please refer to the
yearly calendar for dates.

The Center will be closed on the following holidays: 
(This schedule is subject to change. Refer to the yearly calendar.)

Labor Day Weekend (Friday and Monday)
Thanksgiving Day Weekend (Thursday and Friday)
Christmas Break (2 weeks TBD)
Good Friday 
Spring Break (first full week of April)
Memorial Day
Fourth of July (1 week TBD)

 

CONTACT INFORMATION

Director: Linda Fitzgerald
Address: 110 E. Wesley St.

    Jackson MI, 49201
Telephone: 517-784-3366
Email: stmarychilddevelopmentcenter@gmail.com
Website: stmarychildcare.weebly.com

revised:  5/2019
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