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This handbook is intended to familiarize families with current Library Square School policies, practices and standards. Print copies are available upon request. LSS reserves the right to revise its policies, practices and standards as deemed appropriate by the Administrator. Families will be notified of updates to the handbook. 






			 



History 


Library Square School is a not-for-profit early childhood education program that has been serving the Kenosha area since 1991. We started out with just two classrooms, and quickly expanded to five within the first few years. We find five classrooms to be our “sweet spot”, as we have never had the intention of creating a huge school. We pride ourselves on being the perfect balance between the small group size of a home provider, while offering the socialization and support of a group program. 

We have a classroom for infants (6 weeks old up to one year), toddlers (12-24 months), 2-year-olds, 3-year-old and 4K. We collaborate with Kenosha Unified School district to provide a free 4K education each morning, as well as our private preschool program each afternoon. 


Mission Statement 



Library Square School’s purpose is to provide a program that helps children, families & employers work together to be their very best. We are committed to providing the highest quality childcare, education, and life experiences within our program in order to be successful partners in life.




Philosophy 


Our program is built around the concept that children are born ready to learn. As caregivers, we strive to create a learning environment that is safe, stimulating, and encouraging. The following principles serve as our foundation for our curriculum.

· Nurture each child’s individual unique qualities
· Children develop knowledge of their world through active interactions with caregivers, peers, materials, and events. 
· Learning begins in the family, continues in early care and education settings, and depends on parent involvement and caregiver guidance. 
· Create a work environment that encourages professionalism, growth & diversity
· Create a healthy lifestyle by instilling physical activity at least 120 minutes per day
· Grow a financially strong organization
· We aspire to do this so successfully that we make a difference in the lives of all children & families












	
	CENTER INFORMATION 
	

	
	
	

	ADMINISTRATIVE STRUCTURE:
	
	

	Administrator: Amanda Wade  
	 Director: Amanda Wade  
	Secretary/Treasurer: Toni Nader

	    Email: lsscdc@gmail.com        
	Email: lsscdc@gmail.com
	Email: lsscdc@sbcglobal.net

	     Office: (262)656-1957    

Lead Teachers        
Teacher Assistants     
	       Office: (262)656-1957

 
	     Office: (262)656-1957

	HOURS OF OPERATION 
	
	


Library Square School is open Monday through Friday from 6:30am to 5:30pm. The center is closed for the following holidays: 
	New Year’s Day (2 Days)
	Labor Day 

	Memorial Day 
	Thanksgiving (2 days) 

	Independence Day 

	Christmas (2 days) 


CLASSROOMS 
	There are 5 childcare classrooms at Library Square School. They are: 
	

	                           • Infants                               6 weeks to 12 months 
	 8 children 

		• Toddlers	12 months to 24months 
	 8 children 

	                           • Two’s                                24 months to 3 years 
	13 children 

	                           • 3PS                                     3 years to 4 years          
	20 children 

	                            • 4K                                     4 years to 5 years   
	26 children 

	
	

	
	

	
	 

	RATIOS 

	At Library Square School, we maintain the following staff-to-child ratios at all times in our classrooms: 
	Age of Children 	Minimum Ratio of Staff to Children 

	     6 weeks to 24 months 
	1 staff for every 4 children 

	2 years to 2 1/2 years  
	1 staff for every 6 children 

	2 ½ years to 3 years  
	1 staff for every 8 children 

	3 years
4years                                                                                         
	1 staff for every 10 children 
1 staff for every 13 children




LISCENSE
Library Square School is licensed to serve 65 children, ages 6 weeks through 12 years, by the State of Wisconsin. A copy of the licensing rules, parent handbook, and Center Policy book is available for review in the office. The rules, license and non-compliant citations for LSS are posted on the Parent Bulletin Board. Parent notices, observations, and other important parent information will be placed on your child’s cubby. Extra newsletters, Child Health Physical Exam and immunization forms are available under the parent bulletin board. Drawers are labeled accordingly.
ENROLLMENT PROCEDURE
At LSS, we feel parents should visit our center to determine if it will meet the needs of their child. Potential parents are permitted and encouraged to observe a classroom prior to enrolling. To enroll, the registration packet must be completed entirely. However, you do have up to 30 days to complete the health physical and have it signed by your child’s physician. A $60 registration fee per child must be paid before the child can start. An annual registration fee of $60 per family is due the beginning of each school year. All children under age 2 must complete a form titled; Intake Form prior to the child’s start date and every three months up to the age of two years. Immunizations record and completed forms are necessary prior to the child’s start date. A Family Intake form will be part of the enrollment packet. Please spend some time filling out the questionnaire thoroughly so that we can be sure to meet your family’s individual needs. 

New families will be provided with an orientation to the classroom and the school. Door code, payment dates and locations, daily sign in/out procedure, placement for personal belongings, classroom routines, educational philosophy and staff introductions will be completed. 

SECURITY CODE
Parents will receive a four-digit code in which to enter the secured building. The code will be changed periodically for security reasons.



SCHEDULING AND TUITION

SCHEDULING
Upon registering your child with our center, you will be asked to commit to either; Preschool, Full, Part- or Mid-time schedule. We charge on a flat rate system according to your selection of the schedule. Full time is considered: 30 hours to 50 hours per week. Part time is considered 24 to 29 hours per week and Mid time is considered 0 to 23 hours per week. For children attending the morning 4K program with KUSD there is no charge. If your child is consistently in our care past the rate you originally chose, you will automatically be charged the higher rate. 
Weekly Fees:  
6 weeks to 24 months: Full Time Rate: $240.00 per week
Age 2 Years: Full Time Rate: 30-50 hours = $215.00      Part Time Rate: Up to 29 hours = $195.00
Ages 3 and older: Full Time = 30-50 hours = $205.00      Part Time: up to 29 hours = $180.00  
4K Wrap-around Care: Full Time – 24+ hours = $175.00    Part-Time: Up to 23 Hours = $145.00

For Part-time rate, schedules must be provided by Noon on Tuesday before the week of care. 

Our Mid-time and Preschool rates are available for children ages 3 and older and do not allow for weekly schedule changes. You submit your child’s days and hours and must stick to this schedule week to week. This allows us to offer the hours that your child is not in attendance to another Mid-time or lower schedule. You may ask to add a day, but space will not be guaranteed. 
Mid time: $140 per week (up to 25 hours per week)
Pre-school: $25 per session or $120 per week for 5 days - 8am-12pm. (2 day a week minimum)
4K KUSD Program: Four mornings per week. No Charge – Please review policy stated above. 

We offer family discount of 10% per child for 2 or more children in care. The lowest rate will receive the discount first.

TUITION PAYMENTS
Registration fee of $75 per family plus one-week pre-pay.
A statement will be provided to the parents and or sponsors monthly.  All tuition statements will be sent to the parent by email. All payments are due by the 3rd of each month, for the entire month.  The tuition due date is stated on your bill. There is a $25 initial late fee accessed and $5 each additional day to over-due accounts. If payment in full is not received the child will be disenrolled from the center due to non-payment of care.  If there is a problem regarding your payment please discuss it with the Director immediately. Please be aware that if you leave with an unpaid balance your information will go to a collection agency. 

Alternative payments may be approved on a case-by-case basis. Payments from Self-Pay and WI. Shares families are to be paid on the stated due date. All late payments are subject to a $25 late fee. If payments are not received as posted all childcare services will end immediately. 
WI SHARES FAMILIES
Parents are to use their EBT Edge Card by calling 1-877.201.7601 or log on to: www.ebtedge.com. Late fees and parent shares co-payments cannot be paid with the EBT Edge card.

RETURNED CHECKS/INSUFFICIENT FUNDS 
All returned checks rejected due to insufficient funds will be charged a $30.00 penalty. Missed payments and late fees must be paid within 2 weeks. Repeated incidents of returned checks could result in termination of childcare services. A payment plan should be discussed with the administrator if a family is having trouble making tuition payment.
DELINQUENT ACCOUNTS 
Families that are more than 3 weeks or $600 behind in payments may have their childcare services terminated. For information about assistance programs that will help cover the cost of childcare tuition, please speak with the Director. A payment plan must be agreed upon between family and Center before an account will be considered “in good standing” and no longer eligible for termination. 

VACATION AND HOLIDAYS
PAID HOLIDAYS 
LSS will be closed in observance of the following holidays: 
	New Year’s Day (2 days)	Memorial Day 	Independence Day 
	Labor Day 	Thanksgiving (2 days) 	Christmas (2 days) 
If the holiday falls on a weekend day, LSS will close during the week. For example, if New Year’s Day falls on a Saturday, LSS may close on Friday or Monday. Families will be given one month’s notice in the event of additional closings. Normal tuition rates will be charged.
VACATION DAYS; AFTER ONE YEAR OF ATTENDANCE
Students, who attend year-round receive Vacation Days to use for prearranged absences at no charge. The year is based on the child’s start date and the number of days your child attends each week. (If a child attends three full days a week parents receive three Vacation Days.) Vacation days cannot be carried over to the next year’s schedule and cannot be used in place of the withdrawal notice of 14 days. Parents must notify the administration in writing (email is acceptable) at least two weeks prior to use of vacation days. Only accounts up to date on payments may use vacation credits.

[bookmark: _Hlk12543268]WEATHER-RELATED CLOSINGS:
We follow the inclement weather closing procedures of Kenosha Unified School District #1. In the case of cancellation of classes due to severe weather such as a snow, tornado, or floods; you will be advised on Fox 6 News and TMJ4. You may also check our website for daily postings @ lsscdc.com and our Facebook page. Closings will be announced by 6am. Closing due to extreme cold temperatures are on a case-by-case basis (we will not automatically close when KUSD closes for cold weather).
Families will still be charged during weather closings.
CHILD ABUSE STATEMENT
All staff members are mandated reporters. According to WI Statues, Chapter 48.981 (2): a childcare worker in any day care center must make a report if he/she has reason to believe that a child has been abused or neglected. Therefore, we may ask that you explain any injuries that your child has sustained outside of the center. Injuries are recorded in the centers Medical Log.

AFFERMATIVE ACTION STATEMENT
LSS advertises in the public newspaper in order to make openings available to all. Children are admitted regardless of race, creed, color, sex, national origin, or religion or handicap in the administration of our admissions and educational policies. We are a non-denominational organization. LSS is a non-profit Corporation.

UPDATING ENROLLMENT RECORDS 
Each fall, Library Square School completes an audit of enrollment records. At the conclusion of this audit, families will be notified if anything needs to be updated. Some forms must be updated every year, including the Emergency Contact and Medical Consent form.  
Other records must be updated throughout the year, such as physicals and immunization records. When visiting your child’s physician for a yearly “well-child” appointment, please request a copy of your child’s physical and most recent immunization record. You may bring these items in yourself or have your physician fax them to us at 515-597-5437.  
In addition, any time a family’s information changes such as address, place of employment or health insurance provider, a new Emergency Contact and Medical Consent form must be completed.  
CONFIDENTIALITY
Confidentiality is a top priority for Library Square School. Personal information of families and staff will not be shared for any reason without prior written consent of the individual. When discussing a child’s activities and friends in the classroom, only first names will be used. In situations regarding behavior problems and/or incident/accident reports, names of children involved will never be given to families. 
The child’s record is open only to the child’s teacher, the director, the administrator, and authorized employees of the Department of children and Family Services, (DCFS).  

PARENT ACCESS
We encourage parents to visit the center. Parents are invited to observe their children during center hours unless court has denied access. Parent-teacher conferences are to be scheduled in advance with the Director. In addition to conferences, the staff will communicate daily and/or weekly, by sending home notes and speaking directly with parents. If parents need assistance outside of business hours, please email the administration. Please do not contact the staff after hours.

ACCESS POLICY 
Any person in the center who is not an owner, staff member, substitute, or subcontracted staff or volunteer who has had a record check and approval to be involved with childcare shall not have unrestricted access to children for whom that person is not the parent, guardian or custodian, nor be counted in the staff to child ratio. Unrestricted access means that a person has contact with a child alone or is solely responsible for childcare. 
Person who do not have unrestricted access will be under the direct supervision and monitoring of a paid staff member at all times and will not be allowed to assume any child care responsibilities. The Lead Teacher will assume the primary responsibility of the supervision and monitoring unless he/she delegates it to the Full Time Assistant Teacher due to a conflict of interest with the person. 
Center staff will approach anyone who is on the property of the center without their knowledge to ask what their purpose is. If a staff member is unsure about the reason, the Director, or Assistant Director to get approval for the person to be on site. If it becomes a dangerous situation, staff will follow the “Dangerous Adult” procedure. Non-agency persons who are on the property for other reasons such as maintenance, repairs, etc., will be monitored by a paid staff member and will not be allowed to interact with children on the premises. 
A sex offender who has been convicted of a sex offense against a minor (even if the sex offender is the parent, guardian, or custodian) who is required to register with the Iowa sex offender registry: 
· Shall not operate, manage, be employed by, or act as a contractor or volunteer at the childcare center.
· Shall not be on the property of the childcare center without written permission from the Director, except for the time reasonably necessary to transport the offender’s own minor child to and from the center. The Director is not obligated to provide permission and must consult with their DHS licensing agent first.

CURRICULUM 

LSS uses a thematic approach to teaching and learning. The thematic approach is to expose children to a variety of teaching mediums. It is then up to the individual child to select mediums of interest. Monthly or (bi-weekly) themes are pre-selected each year and provided to staff. Teachers are required to correlate their weekly lesson plans according to the themes. 
The schedule of activities varies from day to day and included the following:
· Active and quiet activities
· Indoor and outdoor activities
· A variety of age-appropriate activities 
· Group activities
· Music, art, dramatic play, science, math, language, socialization, and other appropriate lessons
A copy of the weekly lesson plan is posted on Mondays in every classroom.
  Teachers complete lesson plans weekly and turn them in to the program director to be approved prior to implementation.
DAILY SCHEDULE AND ACTIVITIES 
The classroom’s teachers work cooperatively to create a daily schedule and plan activities that meet each child’s developmental abilities and needs. The daily schedule and activities create a balance between active and quiet times; large and small group, and individual activities; small and large muscle activities; indoor and outdoor play times; as well as times for self-selection and teacher-directed activities.  
Consistency from day-to-day is particularly important to the overall well-being of the children and classroom environment. Children thrive on consistency! Routines will be maintained whenever possible for arrivals and departures; meals and snacks; resting or nap times; personal care routines like diapering/toileting and hand washing; and transitions.  Please communicate with your child’s teacher each morning how they slept, when they last ate, and any information that pertinent to your child’s overall well-being.  
PLAN FOR EARLY A.M AND LATE AFTERNOON CARE
The morning preschool session will consist of a combination of activities: 
· Manipulatives (puzzles, blocks, Lego’s, etc.)
· Circle time
· Gym Time (large muscle)
· Free play (guided, yet children choose play area)
· Outdoor play
· Snack time
· Show and tell (once weekly)
· Library (once weekly)
· Music class (once weekly)
· Creative art
· Special community guest (once per quarter)
The afternoon session is relaxed with no repeat of the morning program except for general activities such as : Free play, snack, manipulatives,,,, until departure.
SCREEN TIME
We do not permit the use of any screen time in the day-to-day scheduling, in any of our classrooms. This includes televisions, computers, tablets, and video games. The preschool classes do have a “movie day” once per month. This will include a movie of a “G” rating only.
FREE PLAY 
“Free-play” (also called child-initiated activities, free choice, self-selection) activities are incorporated into the morning and afternoon schedule. During free-play, teachers actively participate with the children by asking questions about what the children are doing, participating in their pretend play, reading books when prompted, encouraging children to try new activities or play with a new toy, etc. Free-play is another opportunity for a child to grow socially and cognitively through the development of relationships. 
OUTDOOR PLAY 
Outdoor play is incorporated into the daily schedule for both the morning and afternoon. There is less structure in an outdoor learning environment; however, staff members actively engage in activities when prompted by the children. Outdoor play is an opportunity for children to run, jump, climb and use their bodies in ways that would otherwise be unsafe in an indoor classroom. In addition, a large amount of social interaction takes place when children play outdoors. Because they are engaged in fewer teacher-directed activities and more child-directed play, children are able to choose their friends and who to interact with.  
Children will go outside year-round, including winter. Only during extreme weather conditions will the children remain indoors. Children will play in the fenced play yard attached to the school as well as local parks.
It is important for parents to send their children in appropriate clothing and outerwear for the weather conditions (e.g., coat, snow pants, boots, mittens, etc.). Please clearly label all articles of clothing with your child’s name. LSS has a few extra hats and mittens, but not enough for every child. If a child is not dressed appropriately for the weather, he or she may have to remain inside. Please ask your child’s teacher if you have any questions about weather-appropriate clothing. 
NAP/REST TIME 
It is a State Requirement that children the age of five and under are required to have a supervised nap/rest period. The center provides the mat and sheet; the parents must provide a lightweight blanket, no larger than 36” x 36”. This blanket must fit into a drawer where it will be untouched until needed by the child. This is a mandated requirement from DHFS.    

FAMILY OUTREACH
We encourage any parent to join us at any time to enjoy an activity or meal with your child and their class. Newsletters are distributed by the first day of each month, documenting special events, upcoming dates to note, and monthly activities. Newsletters are also posted on our website at www.LibrarySquareSchool.com, and posted in each classroom. Weekly Facebook posts share many of the activities that happen each day and family-friendly upcoming community events. Parents are also encouraged to chaperone any and all field trips that our school takes part in.

We host a Holiday Open House each December, Family Fun Night each March, and a Preschool Graduation in June
TRANSITIONS
Children will be assigned specific classrooms under the care of professional, educated and experienced teachers. During transitional times, songs can be sung; games may be played, stories can be told in order to allow the child to make a smooth transition from one area or activity to another.

PETS AND VISITING ANIMALS 
Pets and visiting animals that are brought into the classroom must be carefully considered for their temperament, health risks, and appropriateness for young children. No animal may be brought into LSS Learning Center without first notifying and receiving permission from the Director and/or Assistant Director. Once approved by the Director and/or Assistant Director, pets and visiting animals must have documentation from a licensed veterinarian or animal shelter to show that the animal(s) is fully immunized and that the animal is suitable for contact with children. Parents will be notified, and a permission slip will be sent out for children to participate. We have no pets at this time. If we were to have a pet it would have to meet the requirements of DHFS, and families would be notified in advance

PARENT POSTINGS AND OTHER IMPORTANT INFORMATION
The rules, license, and non-compliance citations for LSS are posted on the Parent Information Board in the main Hallway. Parent notices, observations, and other important parent information will be placed in your child’s cubby. Extra newsletters, Physical forms, and Medicine Forms are available in the desk drawer under the parent information board.
 

CHILD ASSSESSMENTS
The Ages and Stages Questionnaire (ASQ) is the assessment tool used by the programs to evaluate and track each child’s individual development during their time at LSS. It is an on-going assessment system, meaning that parents and teachers are continually watching, observing, and documenting each child’s development. By tracking a child’s development, our teachers are able to plan activities that are appropriate for each child’s developmental abilities. Each child will have a developmental screening done at time of enrollment and throughout the year. The screening will take place while the child is engaged in authentic play and observed and documented by staff. Goals will be set to help each child develop age appropriate and progression of skills. 
PARENT-TEACHER CONFERENCES 
Parent Teacher Conferences will take place twice per year, in November and May, and as requested throughout the year. Portfolios, screenings, goals, Family Intake forms and any news or concerns will be discussed.
ASSESSMENT PORTFOLIOS 
A portfolio will be created to document progress toward the goals. Staff will provide evidence for the portfolio at least once per month. Frequent re-assessments will guide the goals and areas of strengths. The portfolio will include documentation of growth and development. Portfolios will be review with parents at least twice per year, at Parent Teacher Conferences, and at any other requested time. Portfolios will be sent home when they withdrawal from our program, or when they begin kindergarten.
INFANT/TODDLER PROGRAM INFORMATION
The infant and Toddler policy allows children 6 weeks to 24 months, to be exposed to activities and care that promotes development. Individual program activities depend on the age and development of each individual child. 
Individual contact and attention is provided to each child to encourage language, social, and emotional growth.
Individual attention is provided to infants who are non-walking, to encourage physical/large motor movements and abilities.
Equipment used for the young children will be appropriate to the age of the child and will meet state requirements.
BOTTLES
Formula bottles must be prepared, and ready to serve. Breast milk may be provided in a ready to feed bottle or breastmilk storage bag with a clean bottle and nipple for each feeding throughout the day. Name or initials and a date must be on each bottle, each day. All bottles will be warmed in a crockpot and the temperature checked before feeding. All remaining milk or formula remaining in a bottle after feeding will be dumped within the hour. All infants will be held during bottle feeding. Older infants will sit at the highchair table for solid food feedings.

FEEDING AND NAPPING
The children in the Infant/Toddler program eat and sleep on demand. The staff will meet the child’s individual needs as best as possible while in group care. Please do not ask us to “keep your child awake” for any reason, or to wake them after a specific period of time. This is not permitted. The teachers will work with the parents to coordinate a schedule with home. Infants that are not asleep within 10 minutes will be allowed more playtime, and naptime will be attempted again a little while later

SIDS
Sudden Infant Death Syndrome (SIDS) is the unexpected, sudden death of a child under age 1 for which a cause of death cannot be identified. It is not known what causes SIDS; however, several sleeping practices have been linked to an increased risk for SIDS. Therefore, LSS has a strict policy for infant sleep placement.   
All infants less than one year will be placed on their back to sleep. 
Children under 12 months may not have a blanket in the crib.
Once a child has been placed in his or her crib for nap, if the infant rolls from back to front - and is also able to roll from front to back - it is acceptable to leave the infant sleeping on his or her stomach. NO heavy blankets, stuffed toys or pillows should ever be placed in a crib.  A request for alternative sleeping positions must be accompanied by a signed and dated physician’s note stating the reason for the request.  
TOILET TRAINING AND TOILETING NEEDS
Parents are required to supply the center with an adequate supply of diapers and wipes for their child, (supplies to cover one week of care or more). Each item should be clearly marked with your child’s name. 
Toilet training is the responsibility of the parent. Toilet training support at the center will begin when the child is age appropriate and is developmentally ready. Only “Pull-Ups”, with Velcro Sides are permitted on the child until toilet training is successful.  (We cannot soil or contaminate surfaces in the center that are not easily sanitized, such as fabric, pillows, carpets, etc.)  Once toilet training is successful both at home and at school the child is permitted to wear cloth underwear at the center. Children must be potty trained before moving to the 3-year-old preschool room.

FIELD TRIPS
At various times throughout the year we will be attending special events away from the building and are considered field trips. A note will be sent home, along with a permission slip to be signed by the parent. Children will not be allowed to attend without a signed permission form.  Transportation is provided by First Student Bus Company. 

Walking field trips are planned and scheduled regularly throughout the school year. Announcements of walking field trips will be posted in the classroom. Each student must have a walking field trip permission form signed by a parent, on file at the school.

All children attending bus transported field trips must be potty trained or have a parent chaperone.
Staff will carry with them at all times attendance sheets and emergency card information for each student. Regular head counts and attendance checks will be performed. 
TRANSPORTATION
LSS contracts with First Student Bus Company for our transportation needs on field trips. 
LSS supervision policy is as follows:
To ensure no child is left unattended:
· Children may not be left unattended at any time. Children riding the bus will be accompanied by LSS certified teachers and on occasion parent volunteers.
· Students will be supervised by LSS staff only.
· It is recommended that if 8 or more children are being transported in a group child care program, an attendant other than the driver should be required. The attendant may be a teacher, parent volunteer, or authorized adult.
First Student Bus Company: 262-657-7155. 52nd street< Kenosha Wi. 53144
The Child Checkmate Sensor warning system has been installed in every First Student bus/vehicle. The warning system is electronic and works as a motion sensor. The Child Checkmate Sensor not only detects motion, but heat as well. The bus driver must return to the back of the bus to press the audio sensor. This will ensure the driver has visually checked the entire bus. If the driver does not return to the back of the bus to depress the sensor, a loud intermittent warning bell will sound prior to allowing the driver to move the vehicle.
The First Student Bus Company supervisor ensures all employees receive annual criminal background checks as well as annual safety training, including the Child Checkmate Sensor System.

GENERAL POLICIES

EMERGENCY
Children are accounted for at all times. Each staff member is responsible for knowing the names and number of children present daily. Each room has a fire and evacuation procedure and map on the wall. Fire and Tornado drills are practiced monthly, so they know what to do in case of an actual emergency. A Fire Extinguisher is located in the hallway located just outside of the Infant room, on the north wall.

In the event of a fire or other disaster, the children will be evacuated to Simmons Library or St. Matthew’s Church. Teachers will take the children’s emergency cards with them, and parents will be contacted
ROOM TEMPERATURE
Room temperatures will be kept at/or above 68 degrees during winter months and 80 degrees or below during the summer months. Should heat, air conditioning, water, electricity, or plumbing fail, parents will be notified immediately and asked to pick-up their child as soon as possible. 

PHONES
Should telephones fail, we will have use of cell phones which are available to contact the necessary people for repair and emergencies. An email notifying family of the alternate phone number will be sent out as soon as possible.

CUSTODY
Unless otherwise indicated by court orders, both parents shall have the legal right to pick-up their child. When releasing a child to a designated emergency person, we will check the emergency identification card and/or photo ID. If a person arrives to pick up a child but is not the parents or a person on the emergency card, we will not release the child unless we receive information from the parent.
 
When releasing a child to a designated emergency person, we will make sure we check the emergency identification card and photo ID. If a person arrives to pick up a child but is not the parent or a person on the emergency contact list, we will not release the child unless we receive information from the parent.
CHILD GUIDENCE
We use re-direction as a form of teaching self-control. We believe that children learn best through experiences. The teachers must lovingly guide and redirect the children to help them learn to cooperate with their peers and to have a positive education experience. The staff will treat your child with love and respect while guiding them to become appropriately independent. Our behavioral procedures are as follows:

*Establish clear and defined communication 
*Adhere to the rules daily
*Reinforce appropriate behavior
*Understand and discuss feelings
*Respect emotions appropriately 
*Remove child from the group for a “reflection” period 
*Additional re-direction if the behavior continues
*Notify the parents if a child needs continued one-to-one attention and care 

DISCHARGE POLICY
Students may be discharged from LSS for disruptive qualities. Disruptive qualities that:

-Can cause injury to self or others
-Require the full attention of one teacher for extended periods of time
-Cause damage to the facility or environment are grounds for dismissal from the program. 
Other reasons may include but are not limited to 
-A parent who is uncooperative 
-Failure to make proper payments as scheduled
-Failure to comply with established center rules and regulations and DHFS requirements
-Failure to observe the rules relating to arrival and departure on a regular basis
-Mutual agreement between staff and parent

We strive to work together as a team to best serve your child and family needs. While we pride ourselves in individual care for each child, we are a group care facility and must keep the entire class safe and cared for. Parents will be notified by the Director if an issue needs to be resolved. A parent/teacher conference will be held to discuss issues and possible solutions. During this time a plan of action and time frame will be discussed.

BITING
Biting is age appropriate in children two years and under. However, if biting or any other behaviors become consistent, the parent, teacher, and director will decide on a plan to eliminate biting or any other behavior which becomes problematic. If biting or other harmful behavior continues and we have exhausted all other measures, we may have no choice but to withdraw the child from the center. 

WITHDRAWL NOTICE
If you withdraw your child from the program, a 14-day notice is required so that another child may fill the vacancy. You will be billed for the last 14 days of care regardless of if your child attends during this period or not.

PHOTOGRAPHS
We may photograph your child during special events and activities. These pictures may be posted on the LSS website for advertisement purposes, our Facebook page, and your child’s individual portfolio. We may also post pictures of your child on our bulletin boards. We will never disclose your child’s full (last) name, address, or any other personal information. 
AFFIDAVIT POLICY 
At times families may be dealing with difficult situations at home. When legal matters are present in the home, families may need to collect affidavits for their legal team. Due to the nature of the relationship between caregiver and child, families may choose to ask a LSS staff member to provide such a statement. Our program’s priority is providing the best possible care when children are away from home and our focus will remain on the child, making sure all their needs are met during what could be a difficult time at home.  LSS staff members will not provide written statements or affidavits of a professional nature to families.
MEALS AND SNACKS
The center provides one hot lunch each day. Menus are posted on the Nutrition board as well as on our website. Parents are requested to participate in a Snack Co-Op. Parents provide one bottle of 100% juice and three food items to share with the entire group, the first week of each month. LSS provides the remaining snacks. The lunch is approved by the Dept. of Public Instruction and delivered daily.  Snacks are served at 9 am and 2:15 pm.
Lunch is served between 11:00am-12:00 pm. The child must be in attendance at this time in order to receive lunch. Lunch will not be held or saved for late children. (This is to avoid contamination of food.)
Lunch will consist of:
*Protein source: meat, poultry, fish, eggs, cooked dried peas or beans, cheese
*One vegetable and one fruit
*100% whole grain bread product
*Milk (Iron Enriched Infant Formula for infants, whole milk for toddlers and 1% milk for ages two and older)
If your child has food allergies or special eating habits, we must have documentation from the child’s physician, listing allergies and/or sensitivities.
The documentation will be kept in their file and a copy posted in the classroom for future reference. Supplementing lunch is not recommended. We are a Nut Free (plant and tree nuts) school.

DIETARY RESTRICTIONS
Any family practicing any form of dietary restriction must provide an equivalent component to complete each meal, if not accepting our provided lunch daily
 ALLERGIES 
All caregivers will receive training on exposure to specific foods that may trigger an allergy, recognizing symptoms of allergic reaction and treating an allergic reaction. For any child with a documented allergy, parents and staff shall arrange to have appropriate medication (if necessary) on site, proper storage of medication, equipment and training to use while in childcare. Individual children’s food allergies will be posted prominently in the classroom and/or wherever food is prepared (care will be given to confidentiality issues). Allergies and an action plan will be noted on the Health History and Emergency Care Plan and updated at least every six months. Medication will be taken on field trips, including playground or walks.


SPECIAL OCCASIONS
Food items provided for a special occasion, such as birthdays or parties, are to be store bought and nut free.

CLOTHING AND ITEMS FROM HOME
PLAY CLOTHES 
Children must be dressed in comfortable clothing that is easily managed for bathroom needs. Please keep in mind that the children participate in a variety of messy activities such as painting, sand and water play, and outside play. We discourage you from sending your child to school in “dress” clothes because it is likely they will become soiled while participating in the day’s activities. Your child also participates in physical education activities daily, therefore it is requested that your child wear tennis shoes for safety. We cannot be held responsible for clothing that becomes soiled by usual school activities or self-attributed events. 

Outside is an important part of our program. Please be sure that your child has the appropriate outdoor clothes. During the spring and autumn months, please think of the changing weather and send along a sweater, sweatshirt or jacket. Make certain your child is dressed for outdoor play, weather appropriate, including mittens, (no gloves please, the children cannot get them on successfully), hat, jackets, scarfs and snow boots.

Please note: Children who wear snow boots to school must have a pair of sneakers or shoes at the center to change into. Wearing snow boots throughout the day is not permitted, due to safety and sanitary concerns. If there are no shoes available, you will be notified immediately and asked to bring a pair.

ITEMS FROM HOME 
[bookmark: _Hlk3290950]Our center has many toys and are developmentally appropriate. We ask that you please not allow your child to bring toys or other items from home. We are not responsible if items from home are lost or broken.   
All toys and equipment belonging to LSS are kept clean and orderly at all times to prevent illness and injury.

Classroom equipment and toys are sanitized with bleach and water solution at the end of each day. At least once per week, smaller toys are immersed in a bleach and water solution and then rinsed twice and air dried.

ARRIVAL AND DEPARTURE
ARRIVAL 
Parents are required to accompany their child into the center and into their child’s classroom. Parents should also speak with the teacher in the classroom, if only briefly. We encourage parents to communicate with their child’s teacher, about their child’s temperament that particular day, how he/she slept the night before, whether he/she has eaten that morning, etc. Most children go through periods of difficulty with separating from their parent(s). This is common and developmentally appropriate. Try these tips for a successful drop-off: 
· Establish a regular, predictable routine. Whether you have a kiss and a hug and go, or help your child put his things in his cubby first, do it the same way every day. What often makes separating stressful for children is the uncertainty. If your child can predict what will happen, the separation won’t be as difficult.
· Separate once. If you come back into the classroom again and again, it will increase your child’s stress. Remember the moment of separation is the worst part for your child, so doing it more than once makes it more stressful for your child.
· Be reliable. Return when promised. Children who are picked up later than expected may have more difficulties separating. Phrase time in terms your child will understand. For example, you will be back after snack time or before nap time.
DEPARTURE 
Parents must sign their child in and out each day, and sign at the end of each week. Only persons 18 years of age and older are permitted to pick up and drop off children. A record of authorized individuals is kept for each child.
Please be aware that we will ask for proper ID if we do not recognize the person that has come to pick up your child. Failure to supply us with a picture ID will prevent us from releasing the child to that particular individual.
There will be a late charge of $10 and of $1 per minute past the child’s scheduled pick-up time. Please contact the school administration if you will be late. Failure to do so may lead to withdrawal from our program. 

Be sure to say good-bye to your child’s teachers so they know you are leaving. Once you have reunited with your child and are departing, LSS is no longer responsible for your child. For safety reasons, please do not let your child run ahead of you inside or outside of the building. 
If parents do not arrive to pick up their child from the program, staff members will first try to contact the parents using all phone numbers provided on the Emergency Contact and Medical Consent form. If parents are unable to be reached, staff members will try to contact all emergency contact persons. If staff members are unable to contact emergency contact persons, the Director and/or Assistant Director will be notified and she will then notify the Department of Human Services and/or the Kenosha Police Department. 
ATTENDANCE 
Regular attendance is strongly encouraged for the benefit of the child as well as the classroom as a whole. If your child will be absent, please call the center by 9:00am so your child’s teacher may make accommodations to the lesson plan.  
If your child will be absent for an extended period of time (more than 2-3 days), the center must be notified in writing of the date the absence begins and the expected date your child will return. Enrollment will be terminated if a child is absent for a period of 2 weeks or more, and no notice has been received or contact made by the family.
STAFF REQUIREMENTS

Continuing Education Requirements
All staff are required to attend a one-hour staff meeting nine times per year. Full time staff must receive 25 hours of continuing education credits each year. Part time staff (working 20 hours or less per week) need to have 15 hours of continuing education each year. Meetings can constitute an article of interest, attendance with a guest speaker, presenters, and staff-initiated activities. Credits are documented by the Director in the office.
CPR and AED Training
Staff are required to attend a CPR and AED certification class every two years. The program is presented by a certified CPR, First Aid, and AED instructor.
Sudden Infant Death, Shaken Baby, and Child Abuse Training
Staff members are trained in SIDS and S.B.S and C.A.N. during orientation training and prior to caring for children. The center Administrator is a certified trainer of SIDS, SBS, and C.A.N. in the state of Wisconsin.

HEALTH AND SAFETY POLICIES
ILLNESS 
Our first priority at LSS is providing a healthy, safe learning environment for all children. A child will be sent home as soon as possible if any of the following is experienced: an illness that prevents the child from participating comfortably in activities (as determined by the staff); an illness results in a greater need for care than the staff can reasonably provide without compromising the health or safety of other children in the classroom; or a child is experiencing any of the following conditions: 
· Fever of 101 or greater, until 24 hours symptom free without fever reducing medication
· Signs/symptoms of severe illness, including lethargy, uncontrolled coughing, inexplicable irritability or persistent crying, difficulty breathing, and/or wheezing
· Diarrhea (not associated with diet changes or medications; three (3) loose or watery instances; or accompanied with fever and or vomiting) until diarrhea stops for 24 hours or the continued diarrhea is deemed not be infectious by a licensed health care professional.
· Blood in stools not explainable by dietary change, medication, or hard stools
· Vomiting (One instance) the child can return after vomiting has been resolved for 24 hours or until a health care provider determines the cause for vomiting is not contagious and the child is not in danger of dehydration
· Persistent abdominal pain (continues more than 2 hours) or intermittent pain associated with fever or other signs/ symptoms of illness
· Mouth sores with drooling, unless a health care provider determines the sores are not contagious
· Rash until a physician determines that these symptoms do not indicate a communicable disease
· Pink eye (conjunctivitis) until after treatment has been initiated for 24 hours
· Impetigo, until 24 hours after treatment has been initiated
· Strep throat, until 24 hours after initial antibiotic treatment and cessation of fever
· Chicken pox, until all sores have dried and crusted (usually 6 days)
· Hand Foot and Mouth sores have dried and crusted and no fever
· Unspecified respiratory tract illness accompanied by another illness which requires exclusion
· In extreme cases Motrin/Tylenol may be administered per parent request while the parent is in route to pick-up ill child. 
· [bookmark: _Hlk3290076]If your child becomes ill while in our care you will be notified immediately. Someone must be here to pick up your child within 30 minutes of contacting you. In the event of an emergency, we will call 911for immediate care. The hospital we will request care from is Froedtert South Medical Campus, located at 6308 8th Avenue.  Children should not return until they have been without diarrhea, vomiting, rash, or fever for a minimum of 24 hours and WITHOUT the child receiving medication from the parent. To clarify, this means if a child is sent home sick today, they may not return tomorrow. This is a state requirement and LSS must follow protocol in order to stay in compliance with DHFS Licensing Policy. This policy is in place to safeguard all children in our care. 
LSS reserves the right to make the final determination of exclusion due to illness. Any exceptions to our illness policy will require a written note from a licensed health care professional stating that the child is not contagious. Please contact LSS at (262) 656-1957 by 9:00AM whenever your child is ill. 
NOTICE OF EXPOSURE & REPORTING DISEASE 
If your child is exposed to a communicable disease, a notice will be posted at the door to your child’s classroom. Additionally, families who have provided an email address will receive email notification of the illness. If your child or anyone in your household becomes ill with a communicable disease, please notify the Director immediately. 
In the event a child is reported to have a communicable disease, the Director will notify the health department. 
HAND WASHING: UNIVERSAL PRECAUTIONS
Illness can be prevented or at least reduced when using universal precautions. We are trained in the practice of universal precautions. For the protection of your child, as well as staff members, we use universal precautions when treating injuries, diapering, and/or handling body secretions. Gloves are available to staff, located in each first aid kit, and at each diaper changing area. Gloves are changed for each occurrence and disposed of properly. Hands are washed immediately afterward. 

MEDICATIONS 
Our center will only administer prescription medication to children with acute illness, such as nebulizers and non-prescription medication such as diaper ointments.  
For all other medication, including but not limited to the following: antibiotics, Tylenol/Motrin and eye ointment, the parent will need to do one of the following;
*Administer medication prior to and after your child is in our care.

Americans with Disability Act; if a child falls under the American’s with Disability Act medication will be given under the following strict conditions:
*For Nebulizers; the following must be included (The authorization will last a maximum of 30 days).
· Child Name must be printed on the medication container 
· Name of medication must be printed on container
· Dosage of medication 
· Specific time the medication is to be given

All medication brought to the center must be handed to the teacher. 
If the above criteria are not met, medication cannot be administered, and you will be notified.

PHYSICALS AND IMMUNIZATION RECORDS 
Each child must have a current physical and immunization record on file at LSS. The physical on file must be updated annually for children over the age of 2 and every six (6) months for children 6 weeks through 24 months; immunization records must be updated whenever a new immunization is received. Updated immunization records and physicals may be faxed to LSS directly from your healthcare provider.   
DOCUMENTATION OF ACCIDENTS/INCIDENTS 
Staff members shall document accidents and incidents that occur at LSS using an Accident/Incident Report. The center keeps a record of all injuries received while in the center, medications administered, and injuries sustained while in our care. Parents are allowed to review the Medical Log at any time. Requests must be made to the Director. Viewing of this documentation will be limited to situations involving their child only. All other information will be kept confidential. An accident report will be completed for all routine injuries. The original report shall be filed in the office. One copy will be given to the parent if requested and a record of the report will be filed in the accident logbook. Depending on the severity of the injury, DHFS will be notified within 24 hours. Routine cuts and scratches will be cleaned with soap and water only and the area will be covered to protect it. All staff personal will be trained in CPR, AED, infant, toddler and adult.

MEDICAL EMERGENCIES
If your child becomes seriously ill or injured, the staff will administer basic first aid.  Medical emergency will be notified (911) and the child will be transported to Froedtert South Medical Campus. The parent will be notified as quickly as possible. In case of accident or injury, the child’s family insurance coverage will be primary.

OFF SITE INJURIES
We carry student emergency cards when leaving the building. If your child is injured on a field trip or walk, we will provide basic injury care, as needed. Minor injuries will be cared for and will be posted in the Medical Log book upon returning to the classroom. If a major injury occurs off site, the following procedure is followed.
1. The staff member in charge will administer basic injury care.
2. A call to 911 will be placed
3. The center Director and parent will be notified
4. The Director will leave the center with the child’s file and meet the child at the hospital, if parents are not available at time of transport.
5. A staff member will ride in the ambulance with the child to the hospital and will stay with the child until the parent/guardian is present.
 
DOCUMENTATION OF ALLERGIES 
All caregivers will receive training on exposure to specific foods that may trigger an allergy, recognizing symptoms of allergic reaction and treating an allergic reaction. For any child with a documented allergy, parents and staff shall arrange to have appropriate medication (if necessary) on site, proper storage of medication, equipment and training to use while in childcare. Individual children’s food allergies will be posted prominently in the classroom and/or wherever food is prepared (care will be given to confidentiality issues). Allergies and an action plan will be noted on the Health History and Emergency Care Plan and updated at least every six months. Medication will be taken on field trips, including playground or walks

DOCUMENTATION OF SPECIAL HEALTH CARE NEEDS 
An Emergency Care Plan will be on file for any child with special health care needs (seizures, etc). A copy of the 
Emergency Care Plan must be kept in the classroom emergency binder. All staff working in the classroom must familiarize themselves with this plan, should an emergency arise. If necessary, staff will receive training regarding a child’s specific health care need.

SUNSCREEN & INSECT REPELLANT 
Between the months of March and October, all families will be required to supply sunscreen for their child/ren for outdoor activities. A permission slip must be on file before sunscreen will be applied to a child. Sunscreen must be SPF 15 or above and be the “continuous spray” type. By using the spray type sunscreen, it helps avoid exposing the children from cross contamination as many of our students have sensitive skin issues.  Sunscreen will be applied by classroom teachers regularly throughout the day. Parents are encouraged to provide insect repellant for their child. 
GUIDENCE STRATEGIES
Every adult who cares for children has a responsibility to guide, correct and socialize children toward appropriate behaviors. These adult actions often are called child guidance and discipline. Positive guidance and discipline are crucial because they promote children's self-control, teach children responsibility and help children make thoughtful choices. The more effective caregivers are at encouraging appropriate child behavior, the less time and effort adults will spend correcting children's misbehavior.  
Effective guidance and discipline focus on the development of the child. They also preserve the child's self-esteem and dignity. Actions that insult or belittle are likely to cause children to view their caregivers negatively, which can inhibit learning and can teach the child to be unkind to others. However, actions that acknowledges the child’s efforts and progress, no matter how slow or small, is likely to encourage healthy development. Teaching children self-discipline is a demanding task. It requires patience, thoughtful attention, cooperation and a good understanding of the child. LSS staff will use only positive guidance techniques. 

When interacting with young children, staff should ask themselves the following questions: 
“Am I…” 
· Validating feelings?
· Asking open ended questions?
· Encouraging problem solving?
· Respecting children’s choices?
· Using praise and positive reinforcement?
· Talking with children – not at them?
· Circulating throughout the classroom?
· At the child’s eye level?
REASONS FOR MISBEHAVIOR 
If caregivers understand why children misbehave, they can be more successful at reducing behavior problems. Listed here are some of the possible reasons why children misbehave. 
· Children want to test whether caregivers will enforce rules.
· They experience different sets of expectations between school and home.
· A child does not understand the rules or are held to expectations that are beyond their developmental levels.
· They want to assert themselves and their independence.
· They feel ill, bored, hungry or sleepy.
· They lack accurate information and prior experience.
· They have been previously "rewarded" for their misbehavior with adult attention.
PREVENTING MISBEHAVIOR 
Child misbehavior is impossible to prevent completely. Children, usually curious and endlessly creative, are likely to do things parents and other caregivers have not expected. However, there are many positive steps caregivers can take to help prevent misbehavior. 
· Set clear, consistent rules. (e.g., walking feet; gentle touches)
· Make certain the environment is safe and worry-free.
· Show interest in the child's activities. (e.g., participating in activities with the children so they stay interested in longer periods)
· Encourage self-control and independence by providing meaningful choices. (e.g., “You may pick up the blocks or art center.”)
· Focus on the desired behavior, rather than the one to be avoided. (e.g., “Ashley, please use gentle touches with your friends.”)
· Build children's images of themselves as trustworthy, responsible and cooperative.
· Give clear directions, one at a time.
· Say "Yes" whenever possible.
· Notice and pay attention to children when they do things right. (e.g., “Joey is playing so nicely. I like it when you keep the blocks on the table.”)
· Encourage children often and generously.
· Set a good example. (e.g., using a quiet voice when children should be quiet) • Help children see how their actions affect others.

POSITIVE DISCIPLINE POLICY
LSS is committed to provide children and families with learning-oriented quality childcare in a safe and loving environment. A major part of that obligation is focused on the importance of discipline and the effect on the children in our care. The following guidelines are a review of our policy.
· No corporal punishment will be used.
· Set limits or behavior expectations that are age appropriate.
· Be consistent
· Praise and encourage good behavior; recognize that you serve as a role model.
· State directions or suggestions in a positive form. Give the child a choice only when you intend to accept the choice.
· Act with confidence
· Focus on the child’s action’s rather than personality.
· Use a kind, but firm voice.
· Consequences for misbehavior will be immediate, short in durations, and related to the act.
· Consequences are appropriate only for continued misbehavior. Acceptable punishments are removing the child from one play area to another, limiting play privileges, and “time-outs” (time-outs are a last resort and one minute per year of age)
· Consequences will not be associated with food, naps, or bathroom privileges
· Keep acts of misbehavior in perspective. The Director will involve the child’s parents in the disciplinary process when the uncontrolled behavior is harmful to self and others.
· Remember the goal of discipline is to help the child gain self-control through learning appropriate behavior rather than forcing the child to conform to adult standards.
Our philosophy is to focus on teaching appropriate behavior to replace negative or inappropriate behavior. Positive behavior is rewarded and consistently praised.
** If a child’s behavior becomes threatening to themselves, other children, staff or teachers, the child will be removed from the classroom and possibly the program for a period of time.  
USEFUL PHRASES 
The following phrases are useful when problem-solving with children. 
	Instead of 
	“No” or “Don’t” 

	Say 
	“Please stop”, “I don’t like that”, “That’s not OK”, or “That is not a choice” 

	Instead of 
	“That’s not nice” 

	Say 
	“That’s not OK”, “Please use gentle touches”, or “That hurts Jordan” 

	Instead of 
	“No running” 

	Say 
	“I need you to use your walking feet” or “You may run when we go outside” 

	Instead of 
	“Stop crying” 

	Say 
	“I need you to use your words to tell me what is wrong” 

	Instead of 
	“Can you put away your toys?” (If it is not a choice, do not pose it as a question) 

	Say 
	“You may help me pick up the blocks, or help Alyssa pick up the puzzles” 

	
	


NEW FAMILY ORIENTATION 
Once you enroll your child in our center, we assume the responsibility of providing you with complete assistance in relation to your child’s school adjustment including education, socialization, emotional well-being, environment, physical fitness, nutrition, growth and development.
All new families will receive the following:
*Tour of the entire facility (including the parent information board)
*Brochure and business card
*Parent Handbook via email
*Mission Statement
*Monthly Newsletter
*Enrollment Packet (all written paperwork required) 
*Lunch Menu (sponsored and approved by the DPI)
*Daily Schedule of the Classroom
* Parent-Teacher conference information. (This is a parent generated request; however, at times your child’s teacher may request a meeting in regard to your child’s current development
*Evaluation Information. (This is an on-going assessment of your individual child – 2X a year)
Parents are welcomed and encouraged to observe the desired classroom(s) prior to committing to a formal enrollment of their child. However, non-enrolled parents will not receive clearance of the building. New parents coming to the building will ring the school doorbell prior to entrance to the school.
ROOM TRANSITIONS 
Your child will transition to a new classroom when he/she has reached the developmental milestones for a particular classroom. As the time for a transition to a new room approach, you will receive a letter containing information about your child’s transition into his/her new classroom. Both your child’s current and future teacher are available to address any questions or concerns you have during the transition process. Before the transition into a new classroom has been completed, parents are encouraged to meet the new teacher in order to familiarize themselves with the new classroom, children, and curriculum. 
PARENT PARTICIPATION 
Parent participation is strongly encouraged in our program. Some possible opportunities to participate and contribute to your child’s LSS experience: 
· Field trip Chaperone
· Leading or assisting special projects (sewing, carpentry, cooking, etc.)
· Construction or collection of raw materials for art projects, dramatic play props, etc.
· Eating lunch or snack with your child – please inform the teachers one day in advance
· Volunteering in your child’s classroom
SUGGESTIONS
We welcome any suggestions on our policies, procedures, programing, scheduling, environment and staffing. A suggestions box is put in the mail hallway periodically throughout the year, for anonymous suggestions as well. The information gathered from these anonymous surveys is used by the staff to develop goals or our center and to improve the overall quality of care at our center. A parent’s point of-view is different from a teacher’s point-of-view. Therefore, parent feedback on the program evaluations is very important to the success of our program and satisfaction of our families. 
QUESTIONS/CONCERNS 
If you have a question or concern, do not hesitate to bring it to the attention of the teacher most directly involved. If the concern is not resolved, the Administrator or Director, can be reached at 262-656-1957 or by e-mail at lsscdc@gmail.com The Administrator or Director are available to assist parents and staff in resolving concerns. 
EMERGENCY PROCEDURES
EMERGENCY MEDICAL PROCEDURE 
It is important that parents complete and update, as needed, an Emergency Contact and Parental Consent Form. This form contains contact information for both the parents as well as the individuals authorized to pick up the child in the event of illness or emergency. In addition, the form allows LSS Learning Center staff members to seek emergency medical care from authorized care providers in the event of serious injury. It is the responsibility of the parent to complete this form and to make corrections to this information when necessary. 
· If a child becomes ill or injured after arriving at the center, the Director will attempt to contact the parent(s) at all available telephone numbers. If a parent cannot be reached, the individuals listed as emergency contacts/authorized pick up persons on the Emergency Contact & Parental Consent form will be called. 
· Children who are ill or seriously injured will be sent to the office and remain under the supervision of the Administrator or Director until a parent arrives. 
If the child requires immediate medical attention: 
· The staff member who witnessed the emergency situation will remain with the injured child and instruct someone else to call 911. If no one is available, first ensure the child is stable and if possible, bring the child with you to call 911. 
· A staff member who witnessed the emergency situation will accompany the child to the hospital, bringing the child’s physical exam, immunization records, and Emergency Contact & Parental Consent Form. 
FIRE, TORNADO, BOMB OR OTHER EMERGENCY SITUATIONS 
Fire regulations and tornado warning procedures are posted near the exits in each classroom. Fire and tornado drills are conducted each month; all classrooms are required to participate. 
In the event of a fire, bomb threat, or other evacuation emergencies, the children and teachers will immediately leave the building and meet in the immediate area of St. Mathews church, 5900 7th Ave – located directly across the street of the building.
In the event of an earthquake, tornado, or other natural disaster the staff and children will follow the DUCK, COVER and HOLD practice:
Teachers will have attendance boards with them and all emergency information on children in their care.
*DUCK your body into the fetal position
*TUCK your legs under you.
*COVER your head with both arms.
*HOLD means stay where you are for the moment. Running for exits will cause chaos. Stay where you are until order to move by an emergency facilitator such as police, fire fighter, or person in charge.
*Teachers are to complete a head count of the children to ensure they have all children.
In the event children and/or staff need emergency medical care, they will be transported to Froedtert South Medical Campus located at 6308 8th Avenue, Kenosha Wi, 53143.
In case of a tornado, children’s parents will be called as soon as safely possible following an emergency situation. 
For the safety of children, parents, and staff, we ask that parents do not attempt to pick up their child during an emergency situation. If parents have a staff members personal cell phone number, please do not try to contact them. We want our staff focused on the children during this time.

EVACUATION PROCEDURES:
1. Assist any child or person in immediate danger, if it can be accomplished without risk to yourself or others.
2. Whoever locates that a problem exists in the building, should immediately activate the fire alarm or signal sound. This will alert the teachers and children to follow fire drill/ evacuation procedure.
3. Upon learning of the building evacuation, the Director will immediately call 911.
4. Teachers are to take their clipboard which includes the daily attendance and emergency information on all children and their families.
5. Teachers are to immediately lead their children out of the building and towards the pre-determined safe shelter of St. Mathews church directly across from the school.
6. Upon evacuation of the school, all should proceed to the designated meeting area/safe shelter where teachers are to take a head count of their children to ensure all are accounted for.
7. Parents will be contacted to pick up their children at the pre-determined safe shelter of St. Mathews church.
NEVER RE-ENTER A BUILDING WITHOUT PERMISSION FROM THE FIRE/POLICE DEPARTMENT  
MISSING OR ABDUCTED CHILD 
Even when all precautions are in place, emergencies happen, a child can go missing from your classroom. To ensure that all children are accounted for, periodic head-counts, especially at transitional times, are done. Routinely checking attendance as children arrive and depart from the classroom throughout the day is a policy at LSS. 
IF A TEACHER CANNOT ACCOUNT FOR A CHILD’S LOCATION THE FOLLOWING PROCEDURE WILL BE ACTIVATED:
1. The teacher will report the missing child to the Director immediately.
2. A thorough search of the entire school/building will be made.
3. Staff will be careful not to create an atmosphere of panic and will ensure that other children remain safe and adequately supervised.
4. If after 10 minutes of thorough searching and the child is still missing, the Director will contact the police (911).
5. The Administrator will contact the missing child’s parents.
6. While waiting for the police and parents to arrive, searches will continue and will now reach to the outdoor play yard and adjoining park near the school.
7. Staff members who are available will help in the search for the missing child.
8. The Administrator will be responsible for meeting with the parents and the police to provide relevant information of the situation.
Once the child is located and the incident is resolved, the Administrator and the teacher will review relevant policies and procedures and implement any necessary changes to ensure child safety. All incidents of missing children will be recorded on an Incident Report Form and sent to DHFS.
INTRUDER POLICY:
The following is the policy regarding an event of an armed (or said to be armed) intruder posing an active threat to the school by gaining entrance to the building.
CLASSROOMS:
The first person to be aware there is an intruder in the building should shout “LOCK DOWN”. Staff members have all practiced this event and will know what that means.
Out of Sight and out of harm’s way is the idea. The practiced method for lockdown is to lock ourselves in. We must hide from the intruder. Lock the door, close the blinds, gather children and clipboard (attendance and emergency cards) and hide in storage room, bathroom, closet, or corner away from windows. Call 911 if you can without compromising your safety. The object is to have the intruder think there is no one in that area. The “Lock Down” status will be delivered over the walkie talkies to all classrooms. No one is to leave their locked classroom/area until the police/emergency personnel release you to do so.
If the fire alarm goes off, ignore it unless you can physically detect the signs of a fire. You are not to take action unless the intruder is an immediate threat to you or your children. Text messages or e-mail will be sent to the staff to inform them of what is happening. No Phone calls so as to not have a “ring” draw the attention of your location.
Stay calm. Do not show fear to your students. Think as clearly as possible. Do as you have practiced.

OFFICE: 
Lock doors, close blinds, and windows. Call 911. Stay quiet. Send messages to the staff. Take school index folder which provides names and contacts for all students and staff.
BATHROOM:
Lock door and stay as quiet as possible. Try to hide in corner where an intruder would not see you. Stay calm.
POWER FAILURE 
Staff members and children should remain in the classroom and if possible, proceed with activities as usual, or may go to the outdoor playground until power resumes. 
If power cannot be restored within a reasonable amount of time, the center will close and parents contacted. 
· The Director is responsible for contacting parents to inform them of the closing and of the need to immediately pick up their child. 
· Activities will resume as possible until parents arrive.
WEAPONS 
LSS will not permit or tolerate the possession, display, or use of weapons by any person on school premises or vehicles, while the person is participating in or attending LSS events and activities. Weapons shall be taken from students and others who bring them onto school premises, vehicles or to school activities. Violations of this section will be reported to law enforcement agencies in accordance with law. Weapons under the control of law enforcement officials shall be exempt from this policy. The principal may allow authorized persons to display weapons for educational purposes on a limited basis. 
Definition of weapon:
Any object which could be used to injure another person, and which has no school-related purpose will be considered a weapon. An object which has a school-related purpose, but which is used to threaten or inflict injury  
will also be considered a weapon. Weapons include, but are not limited to, knives of all types, guns, firearms, fireworks, explosives or other chemicals, and simulated (including toy) weapons. 



















LIBRARY SQUARE SCHOOL, C.D.C.
5900 – 7TH AVENUE
KENOSHA, WI. 53140
Office: 262.656.1957 * Fax: 262.656.1706
Email: lsscdc@gmail.net
Website: lsscdc.com


I have received a copy of the parent handbook. I agree to follow the policies of L.S.S. as written in the handbook.
This page must be signed and returned to the office. 



Print Name: __________________________________

Signature: ____________________________________

Date: _______________________________________
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