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Welcome

The staff of Good Shepherd Lutheran Church is pleased to welcome you to Little Lambs
Child Care Center. Little Lambs Child Care Center is owned and operated by Good
Shepherd Lutheran Church, which is a member of the Wisconsin Evangelical Lutheran
Synod (WELS).

This handbook includes basic information about the child care center. As we cannot
cover the entire program in this booklet, we ask that any special questions, requests, or
comments be addressed to the Director of the Center.

Purpose and Goals

Little Lambs Child Care Center exists for the purpose of aiding and assisting parents in
their God given command, “Bring your children up in the training and instruction of the
Lord” (Eph. 6:4) and serving the Christian Church in teaching God’s Word and making
disciples.

Little Lambs Child Care Center employees will strive to provide opportunities that will
help individual children:

* Develop spiritually by daily hearing and applying God’s Word as it is taught in its
truth and purity.

» Develop intellectually by creating a Christian environment which will provide age-
appropriate activities in basic language arts, communication skills, science,
reading and math readiness.

e Develop physically through opportunities to use their fine and gross motor skills.

e Develop socially through opportunities which are based upon Christ-centered
principles of love and concern for each other’s safety and well being.

* Develop emotionally by creating an atmosphere in which each child can feel
accepted as a redeemed child of God.

e Develop creatively through opportunities to express themselves through art,
music and movement.



Non-Discriminatory Admissions Policy

As the Bible teaches, “He said to them, “Let the little children come to me, and do not
hinder them, for the kingdom of God belongs to such as these.” (Mark 10:14)

Therefore, Little Lambs Child Care Center gives all students all the rights, privileges,
programs, and activities generally accorded or made available to every child at the
Center. The Center complies with federal civil rights laws and does not discriminate on
the basis of race, ethnicity, color, religion, creed, national origin, religion, disability,
gender identity or expression, gender stereotypes, genetic information, socioeconomic
background, or any other protected characteristic under applicable law in the
administration of its policies and programs.

Admissions

Little Lambs Child Care Center is a ministry of Good Shepherd Lutheran Church and
practices the teachings of the Wisconsin Evangelical Lutheran Synod. As such, all
programs, activities and educational philosophies will strive to display and communicate
the love of God as seen in His only Son, Jesus Christ. While Little Lambs Child Care
Center will not discriminate against anyone on the basis of race, ethnicity, color,
religion, creed, national origin, religion, disability, gender identity or expression, gender
stereotypes, genetic information, socioeconomic background, or any other protected
characteristic, it is the Center’s mission to partake in Christian devotional activities,
Bible stories, prayers, and songs as practiced and taught by Good Shepherd Lutheran
Church and the Wisconsin Evangelical Lutheran Synod (WELS). Information and
guidance about what we believe and teach is available on request.

Hours and Ages Served, Licensed Capacity

Little Lambs Child Care Center follows the State of Wisconsin, Department of Children
and Families licensing code DCF 251 for a maximum of 84 children and complies with
the Rules for Group Day Care Centers for Children. We are inspected regularly to
ensure that our center meets licensing rules.

Little Lambs Child Care Center is open year-round, Monday through Friday, 6:30 AM
until 5:30 PM. The Center provides care for children ages 6 weeks through school-age.




Registration

Parents/guardians interested in enrolling their children Little Lambs are strongly
encouraged meet with the Director or Assistant Director in person to discuss their child's
specific needs, tour the Center, and to review program availability before the child is
enrolled.

An Application for Enrollment form must be filled out prior to being accepted at Little
Lambs Child Care Center. All applications must be received and completed no less than
one week prior to the child’s first week of attendance at the Center.

There is a non-refundable enrollment deposit per child (please see current rate sheet)
due at the time of enrollment, in addition to your child’s first week’s tuition. The following
forms must also be completed and returned to the Center prior to the child’s first day:
e Application for Enrollment form (Little Lambs form)
e Child Care Enroliment form (DCF-62)
e Child’s Health History and Emergency Care Plan form (DCF-44)
e Immunization Record form (DPH-419 or printed record from your child’s
physician)
e Child Care Intake for Child Under 2 Years (DCF-61)
e Child Health Report (DCF-60 or printout from your child’s last well-child visit to
his/her physician)
e Photo Release form (Little Lambs form)
e Handbook Receipt form (Little Lambs form)

The Center director will inform parents/guardians when updated forms are needed (at
least 2 weeks in advance). Printed forms are available and electronic copies are also
available to download.

Parents/guardians will be given a copy of the most current Parent Handbook, rate
sheet, lunch and snack menus, and classroom-specific list of items to bring for their
child. Families are welcome to bring the needed items in before the first day of
attendance.

All children must be fully immunized. Immunization forms must be on file before the
child attends their first day. Children 2-1/2 to 5 years old must have a physical
examination no more than six months prior to or three months following the date of
enrollment.

If you wish to return to Little Lambs Child Care Center in the fall (i.e. the next school
year) and DO NOT want to attend in the summer, you must provide a one-week tuition
deposit to guarantee your child/children’s spot(s). This deposit will be credited to your
account when your child returns in the fall.

With no fall deposit, your child is not guaranteed an enrollment spot in the fall. If
necessary, families will be placed on a waiting list for enrollment.




Parents/guardians are encouraged to bring their child in for a short visit before the first
day of attendance at the Center. This will help the child to ease into the program by
giving them a chance to see the rooms and meet the teachers before they officially
begin attending the Center.

Little Lambs teachers and staff understand family culture is important, and the more we
can learn about yours, the better we can provide more in-tune care for your child. Little
Lambs encourages you to provide as much information and context about your child as
possible so your child’s transition to our Center is as comfortable as possible.

Payment Policies and Procedures

Tuition covers 100% of Little Lambs Child Care Center’s operating expenses. This
includes salaries, program supplies, equipment, building maintenance, snacks, and
insurance. Therefore, it is very important that the following payment policies and
procedures be strictly enforced. Little Lambs Child Care Center will make no exceptions
to these policies and procedures.

REGISTRATION FEE: There is an annual registration fee per child when you enroll (or
re-enroll) your child. (This is a separate charge from the enrollment deposit that
confirms a place for your child in the program.) Registration fees are non-refundable
and do not apply toward tuition. Please see the current rate sheet for the registration
rate.

PAYMENT PLAN: Tuition and fees are due in advance and must be paid by Friday or
the last day of attendance prior to the next week. Payment plans can include weekly, bi-
weekly, or monthly payments as long as fees are paid in advance. Any other payment
arrangement must be approved in writing by the Director. Payment can be made by
personal checks, cash, money orders, bank/ACH transfers, or credit card.

Families will be charged for the scheduled days they have given the office for needed
care, whether or not students actually attend. If the student’s upcoming schedule is
different than the expected schedule, please notify the Center at least 2 weeks in
advance so we can bill (and schedule staff) accordingly.

FLEX PLANS: The Center is willing to sign flex forms for childcare. Our tax ID number
is listed in the right-hand corner of your billing statement. Parents/guardians will be
responsible for any specified co-payments or amounts not covered in full by the third
party (employer, state or county support, etc.)

LATE FEE: A late fee of $10 will be charged for payment not received on time.
When payment is late, the $10 fee will be added to the following week’s bill and a notice
will be given to the account payors. If your account is more than two weeks past due,
you will receive a letter and your child’s enroliment at the Center may be terminated



unless you arrange a payment plan with the Director. This will be strictly enforced.

STATEMENTS: Weekly statements are sent by email and can be printed on
request.

MAKING PAYMENTS: All payments are to be paid to the payment box by the office
door or by auto-bill (ACH or credit card). Please do not make payments to the Center
teachers.

DISCOUNTS: The Center will give a 10% discount to families who enroll more than one
child in full time care in the Center. This discount is credited to the account of the oldest
full-time child enrolled.

BEFORE AND AFTER SCHOOL CARE FEES: Children must be registered to attend
before or after-school care — there will be no drop-ins accepted.

Fees for before-school care are a flat rate per child per day (please see the current rate
sheet). Before-school care hours are 6:30 AM - 7:30 AM and then students will be
walked over to Good Shepherd Lutheran School by Center or school staff.

After-school care fees are a flat rate per child per day (please see the current rate
sheet). The students will be walked over from Good Shepherd Lutheran School back to
the Center by school or Center staff; the hours are 3:15 PM - 5:30 PM.

Fees are due in advance and must be paid by Friday or the last day of attendance prior
to the next week.

During the school year, parents/guardians are responsible for notifying the Center if
their child is absent from school and will not attend childcare.

SPLIT FAMILIES: The childcare tuition payment must be paid in full. When more than
one parent/guardian is responsible for childcare payments, it is up to the custodial
parent/guardian to communicate with the child’s other parent/guardian in regards to who
pays for what portion of your child’s care. If two payor accounts are requested (one for
each parent/guardian), the Center will need a signed agreement from both
parents/guardians and a copy of the court order.

LATE PICK-UP/AFTER CLOSING: Children picked up after the Center closes (i.e. after
5:30 PM) will be charged $1.00 per minute, per child, regardless of the reason for being
late. The late fee charge will be added to the next billing statement.

SUMMER PROGRAM FIELD TRIPS: Field trips are an additional cost and are expected
to be paid for before the trip if your child will be participating. Payment must be separate
from your regular tuition payment.

RETURNED CHECKS: There will be a penalty charge of the bank fee plus $25.00 for



any returned check. If multiple checks are returned repeatedly, the Center will require
that the account be paid with a bank/ACH transfer, money order, certified check, or
cash.

REFUND POLICY: If a month’s pre-payment is made, the Center will refund charges for
unused days, up to two weeks maximum. The Center will not refund weekly or bi weekly
payments.

DAMAGED TOYS PENALTY FEE: If a child deliberately damages or destroys any
Center toys or property, the Director reserves the right to charge a replacement fee to
the family account.

KEYPAD CODE MISUSE FEE: Each family will be assigned a keypad code for the front
door keypad lock. Only parents and/or legal guardians may know and use the family
code. No children, grandparents, aunts, uncles or family friends should be using your
family code. If anyone other than the parents/legal guardians knows or uses the family
code, for the safety of the children in the building, the Center will deactivate that code. A
$5 fine will be charged to your account if your family code is deactivated due to
improper use.

REFERRAL CREDIT: Little Lambs is happy to offer a one-time referral credit for current
families who refer a new family to our Center. The credit will be applied after the new
family enrolls and their child/ren start attending. Please see the Director or Assistant
Director for the current credit amount and any other stipulations

Attendance Policies

Full time weekly attendance is 4 days minimum. Part-time weekly attendance is 1-3
days. Per our Center rules, no child can be in care for more than 14 hours per day.

CHECKING CHILDREN IN/OUT: Your child’s safety is our primary priority.
Parents/guardians are responsible for escorting children into the building. The Center
also needs to know that your child is safely returned to your care. Therefore, it is
required that you sign your child in and out each day the child is in attendance. You will
find a computer located in the entryway of the Center on the parent desk. You will be
assigned an ID number upon enrollment of your child. This is the Center’s way of
tracking attendance and will be used for tuition statements.

UNESCORTED SCHOOL-AGE CHILDREN: If parents/guardians wish to allow a
school-age child to leave or arrive at the center unescorted, they must provide written
authorization for this activity by completing DCF-104, Alternate Arrival/Release
Agreement. School-age children who leave the center unescorted must be traveling to



home, school, or another activity where adult supervision is present.

ABSENCES WITHOUT PRIOR NOTIFICATION: We expect children to be in
attendance on scheduled days at the scheduled times. If a child who is scheduled to
arrive at the center does not arrive within one hour of the expected arrival time and we
have not been informed of the child’s absence, we will attempt to contact the
parent/guardian at least twice to determine the child’s whereabouts for the day.

SUBSTITUTE DAYS: State regulations require Little Lambs Child Care Center to meet
child-to-staff ratios at all times. Therefore, parents must notify the Director of any
changes to regularly scheduled days of attendance as soon as possible. Substitute
days or additional days will be subject to availability. Little Lambs Child Care Center is
unable to allow make-up days for absences due to illness. Our fees are set to cover
expenses of operating at full capacity. Therefore, there is no refund for absent days.

CHANGES IN SCHEDULE: If a change in the regular attendance schedule should
occur, please notify the Center at least two weeks in advance.

VACATION COUPONS: Families will be given two (2) vacation credit coupons per full-
time child to use after 30 days of enrollment — one coupon is for one full rate week, the
other coupon is for one half rate week. These must be given to the Center office at least
two weeks prior to the planned absence. Families must keep track of their coupons and
the coupons must be turned in to get account credit.

Families may use the vacation coupons anytime during the year, as long as the Center
is given two weeks’ notice. The Center will charge each account its regular fee unless a
vacation coupon is received at least two weeks in advance. Vacation coupons cannot
be applied retroactively.

You are able use one or two vacation days instead of the full week (all five days at one
time). The office will write the dates used on the coupon and make a copy for our
records; the coupon will then be returned to the family until all five days are used.

If a child’s account is split between two payers, the payers must decide which payer (or
if both payers) will be credited before any coupons are applied to the child’s account.
Both payers can be credited equally for the sick or vacation days used (regardless of
who actually hands in the coupon) OR the office can split the credit based on the
payers’ decision (e.g. 3 days for one payer, 2 days for the other payer).

SICKNESS COUPONS: Families will be given three (3) credit coupons per full-time
child to use in the event of absence due to iliness. If your child has a serious illness
requiring the child to be absent for more than five days, the Center will give a 50% credit
for five days of absence due to the illness.

HOLIDAYS AND SNOW DAYS: There is no fee reduction or credit for celebrated
holidays or snow days. The tuition rates are predetermined to include the overall



operation costs for these days.

The celebrated holidays on which the Center will be closed are New Year’'s Day, Good
Friday, Memorial Day, Independence Day, Labor Day, Thanksgiving Day, Friday after
Thanksgiving, Christmas Eve Day and Christmas Day. If a holiday falls on a Saturday or
Sunday, the Center will be closed on that Friday or Monday. (It will be the same day that
most banks/government offices are closed.) These days are staff paid days off,
therefore there will be no refunds or adjustments to child care fees.

Little Lambs Child Care Center will automatically close when the West Bend private and
public schools close due to inclement weather. The Center will be open at its regular
time on days when the school district calls for a late start. Families will be notified by
email and Procare message for any closures due to inclement weather.

The Center will make every effort to remain open but will notify parents by telephone,
Procare message, and email if it is forced to close for emergency reasons during
regular operating hours (severe weather, power failure, etc.).

Suspension/Termination Policy

Little Lambs Child Care Center requires a two-week notice when a family wishes to
terminate their child’s/children’s enroliment. Any overpayments may be refunded but
weekly and bi-weekly payments will not be refunded.

Unfortunately, a situation may occur where the Center must suspend or expel a child.
Please know that the Center will do everything possible to work with the family and the
child/ren to avoid having to enforce this policy.

The Center reserves the right to suspend or terminate enrollment when:

e Little Lambs Child Care Center policies are not followed by the children or
parents/guardians

e The child(ren) is endangering the safety of other children, staff, or themselves

e If any parent/guardian or child verbally or physically abuses another child or

staff member

Tuition/fees are consistently not paid on time

Health forms are not submitted

Lack of cooperation and/or degrading behavior from parent(s)/guardian(s)

If the Center cannot properly accommodate the needs of a child with special

needs or diagnosis

If the child’s behavior poses an immediate serious risk to themselves, other
children, or staff, the parents/guardians will be required to pick up the child
immediately.
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Upon display of unacceptable behavior from a child, the parents will be notified of
the incident in person and in writing. If the same behavior occurs again, the parents
will be called and asked to pick the child up in a timely manner. If a third incident
happens, the child will receive a two (2) day suspension. A fourth occurrence will
result in a five (5) day suspension.

After all attempts to resolve the behavior problem have failed, upon the discretion of
Little Lambs Child Care Center, the child’s enrollment will be terminated and the family
will be required to find other childcare.

Termination is not taken lightly and Little Lambs understands the impact of expulsion
on young children. More information on expulsion can be found here:
https://wisconsinwatch.org/2023/08/wisconsin-preschoolers-expelled-k-12-students/

OUTSIDE AGENCY INVOLVEMENT: Before a child is suspended or terminated,
efforts may be made to seek additional services from other service agencies to address
the problem. For example, parents/guardians may be recommended to consult a
physician, physical or occupational therapist, Birth-to-3 services, etc. Should the child
need additional services not available directly through Little Lambs, parents/guardians
may contact an outside agency to meet those needs. Prior to any screening or
observations being scheduled at Little Lambs, parents/guardians need to complete and
sign an authorization to have any agency screen their child while in care. The
authorization form for this is DCF-F-CFS0057 Informed Consent for Observations or
Testing by an Outside Agency Licensed Child Care Centers.

For accounts with outstanding balances, if the Center does not receive payment after
notifying the account payors by letter, you will be informed that your child can no longer
attend the Center. If suspension/termination is warranted, the family will be given one
week’s notice to allow the parents/guardians to find alternate childcare until the
outstanding bill is paid in full.

Right to Appeal

Any family who feels they have been unfairly suspended or terminated from the Center
may submit a written appeal to the Good Shepherd Lutheran Church’s Board of
Lutheran Schools. The appeal should state the reason for the dismissal/termination,
what actions were done on the part of the parents/guardians to resolve the issue, and
why they feel the dismissal was unfair. The child who was dismissed will not be re-
admitted during the appeal process.

The Board of Lutheran Schools will respond to the appeal in writing. The appeal will be

discussed by the Board and the parents will be notified of the Board’s final decision
regarding the appeal.
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Administrative Authority

The following is the chain of command of the persons in charge of Little Lambs Child
Care Center, for all hours of operations.

Good Shepherd Lutheran Church’s Board of Lutheran Schools
Little Lambs Leadership Team and Pastor

Director

Assistant Director

Lead Teacher

Assistant Teacher

oA WNE

Staff Qualifications

Our staff members have been selected based on the following qualifications:
education/experience in the field of childcare, a caring and loving attitude, experience
with children, and a willingness to learn. All Little Lambs Child Care Center teachers are
required to further their education in childcare and complete continuing education
requirements each year. Each of the Center staff members receive first aid training and
CPR certification. Little Lambs Child Care Center adheres to all state licensing staff
gualifications such as health requirements and a clear background check prior to hiring.

Communication

The Center has a walk-in policy, meaning that parents or guardians may visit the Center
at any time during regular operational hours, unless access is denied by a court order.

Parent/teacher communication is essential to providing the best possible care at the
Center. Please inform teachers daily of how your child is feeling and whenever you will
be late/early for drop-off or pick-up. Communication between parents/guardians and
staff will occur at each drop-off and pick-up, as well as by email, daily sheets, and
through the Procare app. If parents/guardians wish to directly communicate with their
child, parents/guardians should contact the office and go through the Director or
Assistant Director. This helps us ensure the safety of each children during their care at
the center.

The Center sends out a monthly newsletter by email to provide families with upcoming
center and community events, reminders, and happenings around the center. Other
reminders are sent by email, in the Procare app, and by printed flyers.

Little Lambs Child Care Center will notify parents/guardians when their child has been

exposed to a diagnosed or suspected communicable disease. Applicable information
will be posted on a bulletin board by the office. Little Lambs Child Care Center follows

12



CDC and WI Department of Health guidelines.

The parents/guardians will also be notified immediately if their child becomes ill or has
had a serious injury while at the Center. When minor injuries occur, the parent will be
verbally informed when the child is picked up from the Center.

Field trips may be scheduled at various times during the year. Notices will be sent home
by the teacher ahead of the scheduled trip and permission slips must be signed so that
your child may participate.

Parents/guardians are welcome to schedule appointments or meetings with the
Director, Assistant Director, or their child’s teacher at any time. Parent/guardian-teacher
meetings are scheduled once in the fall and once in the spring. There is a designated
private office area available for private conversations with teachers and staff if
requested or scheduled.

Dress Code and Supplies to Bring

Children at Little Lambs Child Care Center will have a variety of active and messy
activities. Please dress children in comfortable, seasonal, washable clothing, and
sturdy seasonally appropriate shoes (preferably tennis/gym shoes).

Regardless of age, messes and accidents do happen. The Center requires all children
to have at least one full set of spare clothes in their storage cubby. A full set of spare
clothing should include the following:

e 2 pairs of underwear
e socks

e pants or shorts

e shirt

Please be sure to change the spare set of clothing according to season and as your
child grows. Winter jackets, snowpants, boots, hats, and gloves/mittens can stay at the
Center in your child’s cubby during the winter.

Please label your child’s items with their initials to avoid any of your child’s items being
lost or misplaced. Please label their spare clothes, blanket, pillow, all winter clothing,
and any other times that are brought to the Center. Personal items which are deemed
not appropriate for the Center (at the discretion of the teachers or Director) will be
confiscated and returned to the parents upon pickup.

Please keep in mind that children with longer hair can get it caught in their food or it can
just get really tangled. We recommend styling hair to keep it out of the child’s face.
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Education and Developmentally Appropriate Programming

Children who attend Little Lambs Child Care Center will enjoy a variety of age-
appropriate and hands-on activities in the areas of fine motor, gross motor, creative
expression, social interaction, intellectual and cognitive growth, and outdoor play. Most
important of all, each day will have “Jesus Time” to learn about our Savior and that we
are his beloved little lambs.

It is the Center’s mission to partake in Christian devotional activities, Bible stories,
prayers, and songs as practiced and taught by Good Shepherd Lutheran Church and
the Wisconsin Evangelical Lutheran Synod (WELS). Information and guidance about
what we believe and teach is available on request.

Circle time will consist of, but not be limited to, shapes, colors, numbers, letters, songs,
finger plays, and weekly theme discussion. Children will be offered a variety of activities
throughout the day including, but not limited to: block building, dramatic play, cutting
and gluing, coloring, painting, stringing beads, peg boards, clay or play-doh, story time,
books, songs, calendar, running, jumping, climbing, hopping, walking, and catching.

Curriculum themes will be spiritually rich, culturally diverse, age-appropriate, and
prepared for each week of the year. Weekly curriculum will be planned by classroom
teachers and reviewed by the Director and Assistant Director. Lesson plans and class
schedules will be posted weekly in each classroom.

INFANTS AND TODDLERS: Teachers will respond promptly to a crying infant’s or
toddler's needs. Each child will be given physical contact and individual attention,
including lots of time for talking. The body position of non-mobile infants and their
location in the center will be changed frequently. We will provide safe, open spaces for
children who are creeping and crawling. Infants and toddlers will be encouraged to play
with a wide variety of safe toys and objects.

PRESCHOOL-AGE CHILDREN: Preschool age children will have opportunities to play
and explore their surroundings. They will be given many learning experiences in a
variety of developmental areas that are age appropriate. Daily activities include math,
science, large and small muscle movement, art, and literacy.

School age children will have a quiet place to study or relax, access to appropriate
materials and activities, and if available, time for large motor activities.
Outdoor Play Time

All children will go outside daily, weather permitting, on the Center’s fenced-in play
areas. Age-appropriate equipment will be provided for all ages to explore, play, and
learn. Teachers will supervise and interact with the children while they are outdoors.
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Please make sure your child is dressed appropriately for the season and has the
necessary outerwear/gear. No child will be permitted to stay inside during outside time
due to the Center’s need to maintain safety and staff-to-child ratios.

The children will be kept indoors during inclement weather, including any of the
following:

e Heavy rain

e Temperatures above 90 degrees F

e Wind chills of O degrees F or below for children ages 2 and above

e Wind chills of 20 degrees F or below for children under age 2

e Poor air quality alert days
During indoor play time, children will have opportunities to engage in physical activities
in the classroom and on the gross motor play area.

WALKING FIELD TRIPS: Teachers may occasionally take children on walks around the
center property or to nearby parks. Emergency information for each child will be taken
whenever the children leave the premises and there will be at least two teachers
supervising children.

Center Schedule

Each classroom will have its own detailed daily schedule posted in their classroom. This
schedule will list outdoor play time, mealtimes, nap/rest time, special activities, and
other structured and unstructured time. The general schedule of the Center is listed
below (with plenty of freedom for teachers to adjust accordingly for the current children
in their classrooms):

Approximate Activity

time slot

6:30am - 8am Arrival and free play, centers play
8am - 8:30am Diapering/toileting

8:30am - 9am Morning snack

9am - 9:30am Circle time

9:30am - 10:30am | Outside play and/or group activities
10:30am - 11am Diapering/toileting

1lam - 12pm Lunch

12pm - 2pm Rest/Naptime

2pm - 2:30pm Diapering/toileting

2:30pm — 3pm Afternoon snack

3pm - 4pm Outside play and/or group activities
4pm — 5:30pm Free play, centers play, pickups

Infants and young toddlers will have a flexible schedule that reflects each child's
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individual needs, including forming and following their own pattern of sleeping and
waking.

Each child’s activity sheet (written on paper and in Procare) will be maintained daily,
documenting what and when each child ate, when they slept, diapering/toileting, and
any other activities or commentary during the day.

Rooms may be combined at the beginning/end of days and teacher-to-child ratios
based on the age of the youngest child in the group are always maintained. Depending
on the number of children present on any given day, there may also be an assistant
child care teacher in the classroom. Each group/classroom of children is supervised by
a teacher who is always within sight and sound of the children to guide the children’s
behavior and activities, prevent harm, and ensure safety.

Rest Periods

Children under the age of five are required to have a rest period each afternoon. The
Center will provide each child with a cot for rest periods and children may bring a
blanket from home. A child who does not sleep after 30 minutes or a child who awakens
during rest time will be permitted to have quiet time through use of activities which will
not disturb other children. Please do not send toys, but a small stuffed animal is
permitted.

Pillows are not necessary, but if you want to send one, it must be a cot sized pillow (half
as big as a regular pillow). Pillows also need to be laundered weekly at home.

According to the Journal of Clinical Sleep Medicine, it is recommended that infants 4
months to 12 months sleep 12-16 hours per day. Children ages 1 to 2 years should
sleep 11-14 hours per day, and children ages 3 to 5 should sleep 10-13 hours per day.
We are aware that every child is different and has different sleep requirements, but in
order to best serve the children and comply with state guidelines, all children under 5
will be required to attempt to nap during the rest period.

Children under one year of age will sleep in a crib or playpen. Children over the age of
one year will sleep in playpen and transition onto a padded rest mat by approximately 2
years old. The Center will launder all crib or mat sheets at least after every five uses or
as soon as possible if wet or soiled. These rest time items from home must be taken
home to be laundered on the last day of each week the child attends (or more often as
necessary).

16



Child Guidance

Little Lambs Child Care Center believes that children should be treated with dignity and
respect. Proper Christian discipline at the Center will be maintained and exercised in a
loving manner in keeping with the Gospel of Christ. Effective guidance comes from
careful planning and consistency.

The teachers strive to develop a positive relationship with each child and redirect
unacceptable behavior. The teacher will be alert to warning signals of discipline
problems and attempt to direct the child’s attention to more constructive activities. The
teacher will use a variety of guidance techniques and develop consequences which are
immediate, consistent, age-appropriate, and logical.

Center teachers will use the following techniques to minimize inappropriate behavior
while maintaining a positive Christian environment:

e Use transitioning techniques such as sing-alongs, stories, games, music, extra
staff, etc. to minimize/ease the waiting time in large groups and lines

Redirect negative behavior by changing activities

Give specific, alternative choices to the child

Model and reinforce appropriate Christian behavior

Praise and promote behaviors that enhance positive self-esteem, respect, and
self control

Provide clear guidelines and promote positive behavior through classroom
arrangement and by toys, equipment, and materials used

Explain consequences of positive and negative behavior to the child

Set reasonable and age-appropriate expectations for each child

Provide interesting and challenging age-appropriate activities

Comfort distraught or upset children, to build trust and encourage self-regulation

A “time out” or “brain break” period may be used for children three years and older (no
longer than 3 minutes). Children under the age of three will be redirected to another
activity.

The teacher will communicate with the parents/guardians regarding any behavior
concerns. When positive direction and guidance are consistently not effective, a
parent/teacher/director conference will be held to determine the need for further
intervention.

24-Hour Stay at Home Time Due to Behavior

When repeated efforts to help the child regulate their behavior and keep themselves
and others safe are not successful, the Center may need to take further steps to ensure
the safety and wellbeing of other children and staff in the classroom. The Center
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reserves the right to implement the following action: the child will be picked up and
taken home by parents for 24-hours (1 full day) for any of the following behaviors:

Biting or pinching (especially if skin is broken)

Hitting, pushing, or kicking

Choking

Using their body to react with physical aggression
Disrupting the learning of other children

Repeated foul language that doesn’t respond to redirection

Our methods of guidance and discipline will never be physically or emotionally
demeaning in any way. Little Lambs Child Care Center will never use any form of
corporal punishment on any child or infant. We always seek to keep before us the loving
example of our Savior, Jesus Christ.

Biting

Please be aware that it is common for young children to bite. Some children bite due to
teething or possibly out of frustration. If a child is using biting as anger management,
Center teachers/staff will try to shadow that child and if a bite occurs, teachers/staff will
tell the child that biting hurts and take them to talk with and apologize to the child who
was bitten.

The area of the bite wound will be washed with soap and water and a bandage applied.
If necessary, an ice pack for comfort will be offered. The incident will be documented in
the classroom medical log book. In all incidents of biting (with or without broken skin
due to the bite), the parents/guardians of the biter and the victim’s parents will be
confidentially informed.

Little Lambs suggests referring to the NAEYC information regarding child biting issues.
You can find more information at: https://www.naeyc.org/our-
work/families/understanding-and-responding-children-who-bite

Nutrition Policy

Children enrolled at the Center will be provided a mid-morning snack at approximately
9:00 AM and a mid-afternoon snack approximately at 3:00 PM. Children may eat
breakfast (brought from home) at the Center, up to 8:00 AM. Hot lunch is available to
order, prepared, and delivered by the West Bend School District throughout the school
year and the summer. School-age children will be offered a snack upon arrival after
school.

The hot lunch menus and snack menus are posted in each classroom and copies are
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available to take home. Menu changes or substitutions may be made on an as needed
basis. Parents/guardians will be notified regarding availability of hot lunch during the
school year and scheduled holidays.

The Center recommends having healthy food options in children’s cold lunch boxes and
saving any sweet snacks/cookies for the car ride home. The Center recommends
offering a variety of foods to enhance the appetites of children. Children will be
encouraged, but not forced, to eat. Microwaves are not available in the classrooms.

ALLERGIES: If your child has food allergies, parent/guardian must notify the center in
writing. Allergies of individual children are posted in a prominent place in the kitchen
and discretely in each classroom. Staff will be made aware of any allergies of individual
children.

SPECIAL DIETS: Parents/guardians must provide snacks and lunch for children who
need a special diet that the Center cannot accommodate within its ability.

If families would like to bring in birthday or holiday treats, please first check with your
child’s teacher and either the Director or Assistant Director, so any allergies can be
addressed.

Teachers will eat meals with their classroom children. Mealtimes will include meaningful
conversation and will promote social interaction, encourage good table manners, and
develop sound nutritional habits. Our staff model healthy eating behaviors in the
presence of children and children will be encouraged to clean up after themselves.

INFANT AND TODDLER FEEDING: Infants are fed according to their individual
schedules. Children younger than 12 months must be served formula or breast milk,
unless written direction is on file from the child's health care professional. All bottles and
commercial baby food must be labeled with your child's name and dated. Babies will be
held for bottle-feeding. Bottles will never be propped, and unused formula or breast milk
will be disposed of immediately. Parents/quardians must label and date all bottles and
lids. Leftover milk or formula is discarded after each feeding, then bottles are rinsed and
sent home each day.

Communicable Diseases

A child that has a communicable disease will be required to remain out of childcare until
the longest incubation period is over. A notice with the disease and date reported will be
posted in the parent information area. The proper health agencies will also be notified
as required by state guidance.

For more information on Wisconsin Childhood Communicable Diseases, please refer to
the following chart: https://www.dhs.wisconsin.gov/publications/p4/p44397.pdf
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Medication

All prescription and non-prescription medication must be in its original container and
labeled with the child’s name, name of medication, date, doctor’'s name, dosages, and
directions for administration. A written authorization form must be signed and dated by
the parent before medication can be given -- the form may be obtained from any staff
member. Please give all medication and instructions to office staff upon arrival, who will
then relay the information to the classroom teachers. Do not leave medication in your
child’s bags.

All medications will be logged in a medication log book by the staff person who is
administering the medication. The entry will include the date, time, name of child, name
of medication, and dosage given.

Diapering and Toileting

Parents/guardians will be responsible for providing diapers and ointment for children
who are not yet potty trained. Children will be changed every two hours or sooner if
needed. Diapers will be disposed of in a foot release trashcan. Diaper cream must also
be supplied by the parents/guardians. The teachers will apply lotions, powders, or
salves to your child during diapering only at your written direction or a doctor’s note.
These directions will be recorded and posted in the appropriate diapering area.

Teachers are required to wash their hands before and after every diaper change and
also to clean and disinfect the diapering area before and after each change. Your child’s
hands will also be washed after each diaper change. Children under one year old will
have their hands cleaned with a disposable wipe. Children over the age of one year old
will have their hands washed with soap under running water.

Parents/guardians and staff will work together to begin toilet training. Toilet training will
be introduced in the 1 ¥ - 2 year old room and monitored as they show more interest to
sit on the training potty. As the child progresses into the 2 year old room, with age
appropriate emotional and physical developments, they will be exposed to daily toilet
training. Children in the 3 year old room will continue daily toilet training, as being
fully toilet trained is a requirement for the 3K program enrollment at Good
Shepherd Lutheran School. If a toileting accident occurs, clothing will be changed;
then clothing and/or bedding will be placed in a plastic bag and sent home for
laundering.

Accident Procedure

Basic first aid supplies are available at the Center at all times. If a superficial wound
such as a scrape or scratch occurs, the staff will wash the wound with soap and water
and apply a bandage. A bump will be examined by the staff and ice will be applied. If
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the bump occurs to the head, the staff will notify the parent by telephone.

Appropriate first aid will be administered as needed. Parents will be notified of any
minor injuries upon arrival for pick-up. Parents must inform the Center anytime the
information on the child’s emergency form needs to be changed/updated.

All medication administered, accidents or injuries occurring on-site, marked change in a
child’s behavior or appearance, or any observation of injuries to a child's body received
outside of center care will be entered the center's medical logbook. The Director will
review the medical logbook with staff every six months and document this procedure.

In the case of a severe injury, parents/guardians or emergency contacts will be notified
immediately. The family physician will also be notified if necessary. Staff will arrange
transportation to the doctor’s office or hospital at that time. A staff member will
accompany a child to the designated hospital if necessary.

The teachers and staff will take a basic first aid kit, emergency cards, and a class roster
on all field trips. The teachers and staff are trained in basic first aid and CPR.

Please let your child’s teacher know if any injuries occur outside of the Center (whether
the injury needs continued monitoring by Center staff or not).

SIDS

All teachers, staff, and volunteers will be oriented with information regarding SIDS and
procedures for risk reduction of SIDS:

e Infants up to 12 months of age will be placed on their back for every nap or sleep
time unless the infant’s primary care provider has completed a signed waiver
indicating that the child requires an alternate sleep position.

» Infants will be placed for sleep in safe sleep environments, which includes a crib
or playpen with a firm, tight-fitting mattress covered by a tight-fitting sheet. The
crib or playpen will meet the required safety standards.

e No other items will be in a crib occupied by an infant except for a pacifier (no
blankets, stuffed animals, etc.)

e Infants will not nap or sleep in a car seat, bouncy seat, infant swing, jumping
chair, play yard, highchair, or any other type of furniture/equipment that is not a
safety-approved crib or playpen.

e |If aninfant falls asleep in any place that is not a crib or playpen, staff will
immediately move the infant and place them on their back in their crib or playpen.

e If an infant arrives to the program asleep in equipment not specifically designed
for infant sleep (e.g., car seat or stroller) the infant will be removed and placed on
their back in a crib or playpen.
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Sick Child Care

It is in the best interest of your child and the other children at the Center to keep your
child at home when he/she has symptoms of iliness. Please contact the office if your
child will not be coming to the Center.

In order to facilitate a healthy childcare and learning environment, please do not send
your child to the center if he/she has any of the following symptoms:

Temperature of 100 degrees or higher

Recurring diarrhea

Vomiting within the last 24 hours

Severe nasal and/or chest congestion

Any unexplained rash other than diaper rash

Discharge of thick, green, or yellow mucus from the nose

Eye redness and drainage

Contagious stage of any communicable disease

Behavior indicating pain

Head lice, nits, or scabies

Inability to participate in the program (If your child is well enough to be at the
Center, he/she is well enough to participate in all aspects of the program
including going outside)

Should a teacher feel that a child is unable to function properly at the Center due to
illness, the parent/guardian or emergency contact will be notified immediately and asked
to make arrangements for the child to be picked up within 1 hour. The ill child will be
isolated if needed and monitored by a qualified staff member until they are picked up.

No child will be permitted to stay inside during recess time due to the Center’s need for
safety and to maintain staff-to-child ratios. If your child is too sick to go outside, then
your child is too sick to be at the Center.

Fever: A child registering a fever of 100 degrees F or more will be sent home from the
Center.

Diarrhea or Vomiting: A child who has 2 or more diarrhea bowel movements within 24
hours will be sent home from the Center. A child who vomits at the Center will be sent
home after the first occurrence.

Pink Eye: Children must have drops administered for 24 hours before returning to the
Center. This is the policy at our Center and is followed regardless of other/shorter
directions given by a physician, to protect all the children in our care. The 24-hour
period is to prevent the disease from spreading from the child’s eyes by the draining
fluids in the first 24 hours of using medication.

Hand, Foot, and Mouth: All lesions need to be scabbed over in order to return to the
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Center. The Center follows this strict policy to ensure the safety of all our children and
prevent the spread of this disease.

Influenza and COVID-19: Children with a suspected or confirmed case of influenza or
COVID-19 should stay home until they are fever-free for 24 hours without the aid of
medication and any symptoms are significantly improved.

To protect the other children and staff members, all children need to be fever/symptom-
free for 24 hours without the aid of medicine, before they may return to the Center.
Parents must notify staff of all the child(ren)’s allergies and contagious illnesses.

Head Lice: When a child is found to have live lice and/or nits, parents will be contacted
to pick up the child immediately. Parents will be required to take home and wash child’s
personal belongings.

e The child may return 24 hours after treatment has been applied and is
confirmed to be free of live lice and/or nits.

e The child will be checked upon return. If live lice and/or nits are found, child
will not be able to return until the above conditions are met.

e The child will be checked each day for 7-10 following days for any signs of re-
infestation.

e When a case of head lice is present in the center, families in the classroom
with a suspected or confirmed case will be notified with a email/message and
information sheet.

e Children in the affected classroom will also be checked by office personnel for
presence of head lice.

The Director reserves the right to send a child home if it is determined at the Center that
the child is too ill to be in attendance. We recognize each child and iliness is unique and
the Director reserves the right to also make all final medical/illness decisions before a
child is allowed to return to the Center.
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Cleanliness

To ensure the Center adheres to the highest cleanliness standards, teachers and staff
will:

Wash children’s hands with soap and running water before meals and snacks
Wash children’s hands with soap and running water after toileting or diapering
Wash children’s hands and faces after meals

Children will not share cups, eating utensils, combs, or towels

Wet or soiled clothing and diapers will be changed promptly into clean clothing

All staff and teachers will wash their hands with soap and water after toileting as well as
before and after eating. The staff will clean and disinfect all areas of the Center
regularly. Equipment and toys will be cleaned frequently and as needed. Staff will wear
gloves when handling blood or any other body fluids.

Pets

Some classrooms may have small fish bowls/tanks. No other pets will be kept at the
Center. Prior to adding any pets to the center, the Director will notify parents/guardians
in writing.

If your child has pet allergies, please inform the Director verbally and be sure to provide
written information on the Health History and Emergency Care Plan under the non-food
allergies section. There may be visits from the Washington County Humane Society or
other local farms with small animals at different points in the calendar year.

Child Abuse and Neglect

All Little Lambs childcare providers are mandated reporters of suspected child abuse
and neglect. If a teacher or staff suspects a child has been abused or neglected, that
provider is required to report the abuse or neglect to the county Child Protective
Services (CPS) office or law enforcement agency: Washington County Human Services
Department -- 262-335-4610 or 800-616-0446. Each childcare provider and staff will
receive training at least every two years in child abuse and neglect laws, how to identify
children who may have been abused or neglected, and the procedure for ensuring that
all known or suspected cases of child abuse or neglect are immediately reported to the
proper authorities.

If an employee or volunteer is suspected of mistreating a child, that person will be
subject to immediate suspension pending the CPS or law enforcement investigation's
outcome. The incident must be reported to the Department of Children and Families
within 24 hours after the occurrence.
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Emergencies incl. Fire, Tornado, Intruder Drills, and Evacuation

The Center practices monthly fire drills and regular tornado and intruder drills, all of
which are logged (DCF-F-CFS0543). Daily attendance and all present children’s
locations will be known at all times. Emergency contact and medical information for all
children will be taken with each class during evacuations.

Teachers and staff will be aware of any special evacuation needs a child may have and
accommodations will be made to ensure their safe evacuation from the building.

Fire Drills: Teachers and children will evacuate through the nearest exit and out through
the gates of the playground to their assigned primary or secondary safety location.

Tornado Drills: Teachers and children will be evacuated from the classrooms to the
hallway or to their assigned safety location, away from windows or external doors.

Intruder Drills: Teachers and children will follow the directions to evacuate or
shelter-in-place, depending on the situation.

Little Lambs Child Care Center does not allow any weapons, drugs, cigarettes or vaping
items, or alcohol to be carried on persons (any person or employee entering the
building), or on the premises. If a person is found to be in noncompliance with this
regulation, they will be asked to vacate the premises. If a person should refuse to
comply or leave, the local authorities will be contacted immediately.

MISSING CHILD EMERGENCY: Staff will immediately report a suspected missing child
to the Director. All available staff will check all areas of the center, indoors and outside.
If the child cannot be found, the child's parents/guardians and/or emergency contact
and the police will be notified immediately. The Director will notify the DCF within 24
hours after the occurrence.

LOSS OF BUILDING SERVICES: If the Center should lose heat, water, or electricity
during the hours of operation, parents/guardians will be notified that the center will be
closing, and the parent/guardian will be responsible for picking up their child/ren within
one hour after the call. If the parent/guardian cannot be reached, the emergency contact
person will be required to come and pick up the child/ren.

Emergency phone numbers, the Center’s address, and the Center’s phone

number will be posted by every phone in each room occupied by children, as
well as the Center office and the kitchen.

Photo Policy and Electronics Policy

Social media is a tool that the Center uses for Good Shepherd Lutheran Church and
Little Lambs Child Care Center marketing where images of events and children may be
posted. Parents/guardians will sign a photo release form during enroliment identifying
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their preferences in terms of photos of their children. In respect to privacy, we never
post a child’s name or identifying information. Center staff and teachers also will not
discuss any children online in posts or comment threads. Parents/guardians are able to
request any posted photo that includes their child be removed and are also able to
update their preferences on the photo release form at any time.

Children are not permitted to use cell phones, smart watches or other communication
devices while at the Center. This is to ensure the child’s safety and confidentiality (as
well as the other children’s safety and confidentiality), as we would not be able to
monitor to whom the child is communicating or what topics they are sharing information
about. Personal electronics will be confiscated and returned to the parents/guardians
upon pickup.

Confidentiality

All children’s information and records will be confidential and secured in the Center
office. Information will be available only to the Center Director and Assistant Director for
use in the Center.

A DCEF Licensing Representative may visit and inspect Little Lambs Child Care Center
at any time during licensed hours of operation, per our state licensing regulations. A
Licensing Representative shall have unrestricted access to the premises identified on
the license, including access to children served and staff records and any other
materials or other individuals having information concerning Little Lambs’ compliance
with the DCF 251 rules.

A representative from the Bureau of Child Care Subsidy Administration may also access
children’s files, including any payment agreement.

Parents/guardians have full access to review their child’s records at any time -- any
information from your child’s file may be obtained through the Director or Assistant
Director. Written permission from a parent or guardian must be received by the Center if
a third party requests a child’s records. At the family’s request, and with written consent
from the parents/guardians, we will transfer any child’s record to a new center, school,
medical or other care setting.

Americans with Disabilities Act

Little Lambs Child Care Center will make a reasonable accommodation for a child with
disabilities as specified under the Americans with Disabilities Act. For more information
on the ADA go to: https://www.ada.gov/chcinfo.pdf
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Changes in Center Policies

Any changes, revisions, or amendments to the parent handbook or Center policies will
be presented to the enrolled families at least two weeks before going into effect or as
required by federal, state, or local law.

Licensing Information

Little Lambs Child Care Center will post the following items for the public’s review on the
parent/guardian bulletin board by the front entry doors:

License certificate

Results of most recent licensing inspection

Notice of enforcement actions, stipulations, conditions, exceptions, or exemptions
Parent handbook policies

Any other parent/guardian notices

DCF Licensing rule book (also found online at
https://dcf.wisconsin.gov/files/publications/pdf/205.pdf)

Reporting to DCF

The Center will report any situation as it pertains to statute 251.04(3)(a-n) DCF 251
Licensing Rules for Group Child Care Centers to the Department of Children and
Families within 24 hours after the incident. These situations include:

Any incident or injury to a child while at the center that results in a professional
medical evaluation

A death of a child in care

Any injury to a child caused by an animal

Any damage to the premises that may affect licensing compliance, or any
incident at the premises that results in the loss of utility services

Unexpected closures lasting more than 2 weeks, within 24 hours after the center
has been closed for a 2-week period

Any known convictions, pending charges or other offenses of the licensee, group
child care center employees or other person subject to a child care background
check that could potentially relate to the care of children at the center or activities
of the center

Any incident related to a child who leaves the premises of the center without the
knowledge of the provider or any incident that results in a provider not knowing
the whereabouts of a child in attendance at the center

Any suspected abuse or neglect of a child by an employee or volunteer that was
reported, including any incident that results in a child being forcefully shaken or
thrown against a surface, hard or soft, while in care

Any incident involving law enforcement within 24 hours after the occurrence that
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involves a licensee, a household resident or an employee of the center in an
incident that causes, or threatens to cause, physical or serious emotional harm to
an individual, including a child in the care of the center or involves any traffic-
related incident where a person responsible for the violation transports children in
the care of the center

Any confirmed case of a communicable disease reportable under Chapter DHS
145 in a child enrolled at the center or a person in contact with children at the
center, within 24 hours after the center is notified of the diagnosis, noting that the
licensee shall also notify the local health department within 24 hours after the
center is notified of the diagnosis

28



General Additional Information

The following is additional general information (some information is repeated in earlier
sections of this handbook):

1. Please label all personal belongings. Personal items which are deemed not
appropriate for the Center (at the discretion of the teachers or Director) will be
confiscated and returned to the parents upon pickup.

2. Please notify the center by 8:00 a.m. if your child is going to be absent.

3. DO NOT leave your car running when you drop off and pick up and do not leave
any children unattended in your vehicle.

4. You need to escort your child into the center and to a teacher. Sign your child in
and out on a daily basis (this also includes your school-age child). Do not lift
your child over the outside playground fences.

5. Upon pick-up, connect with your child’s teacher regarding any communication
about the day. We need to know that your child is safely back in your care.

6. A parent bulletin board is located near the office. It contains important
information for all parents and should be checked dalily.

7. An email, written note, or telephone call is required if any new/unauthorized
person is picking up your child. Photo identification will be required when
someone else is picking up your child.

8. If any parent or authorized person comes to pick up your child while under the
influence of alcohol, drugs, etc., law enforcement officers will be notified and the
child will not be released.

9. A court ordered custody verification must be on file if a parent/guardian states
that the child is not picked up by the other parent or other persons.

10.Toys, discussions, or games that represent weapons or violence will not be
allowed at any time.

11.Food allergies will be posted in all classrooms and the kitchen so that all
teachers and staff will be aware of individual children’s allergies.

12.Parents/guardians are encouraged to visit the center. If you have gifts or items to
donate or share, please contact the Director. Donations are always welcome.
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PARENT HANDBOOK RECEIPT

| acknowledge that | have received a copy of the Little Lambs Child Care Center Parent
Handbook.

| have carefully reviewed the contents of this handbook and agree to follow all the
policies set forth within the document.

Parent’'s Name (Printed) / Guardian’s Name (Printed)

Parent’s Signature / Guardian Signature

Parent’s Name (Printed) / Guardian’s Name (Printed)

Parent’s Signature / Guardian Signature

Date signed
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