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Welcome 
We are pleased to welcome you to our daycare facility.  We strive to maintain the highest level 

of integrity and professionalism, while continuing to make your child and family feel loved. 

Our Vision 

To provide the best Christian child care in Genesee County. 

Our Mission 

We will provide a loving, save, happy, interesting and healthy environment for all ages during 

the time their parents have entrusted them to us.  Our primary emphasis will be to keep 

children happy and engaged in activities that interest them and to maintain a caring personable 

staff. 

Statement of Principles 
Invite Parents to provide input in decisions, activities, goal setting and program planning on 

both an individual and corporate level.  We will make extended efforts to establish and 

maintain strong, trusting relationships with the parents and seek them out as primary resources 

for ideas, assistance and support. 

Be Responsible caregivers of children by obeying the laws and regulations, budgeting 

effectively, handling children and decisions about them with a high moral and ethical standard, 

protecting and loving every child equally. 

Keep Perspective in all of our decisions.  We were created as a not-for-profit ministry of South 

Flint Tabernacle to reach and serve the community.  This balance must always be maintained. 

Licensing 
Daystar Childcare is licensed by the State of Michigan Daycare Licensing-Bureau of Regulatory 

Services.  Standards are consistently maintained to meet the requirements of this agency. 

Quality Rated 
Daystar Childcare is proud to be participating in Great Start to Quality, Michigan’s tiered quality 

rating and improvement system for child care providers and preschool programs.  Great Start to 

Quality rates child care and preschool providers on a scale of one-to-five stars based on state 

quality standards of care, safety, professionalism and early learning.  In 2016, Daystar Childcare 

Center was rated as a four star program.   
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Non-Discrimination Policy 

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights 

regulations and policies, the USDA, its Agencies, offices, and employees, and institutions 

participating in or administering USDA programs are prohibited from discriminating based on 

race, color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights 

activity in any program or activity conducted or funded by USDA. 

Persons with disabilities who require alternative means of communication for program 

information (e.g. Braille, large print, audiotape, American Sign Language, etc.), should contact 

the Agency (State or local) where they applied for benefits. Individuals who are deaf, hard of 

hearing or have speech disabilities may contact USDA through the Federal Relay Service at (800) 

877-8339.  Additionally, program information may be made available in languages other than 

English. 

To file a program complaint of discrimination, complete the USDA Program Discrimination 

Complaint Form, (AD-3027) (http://www.ascr.usda.gov/complaint_filing_cust.html) online, and 

at any USDA office, or write a letter addressed to USDA and provide in the letter all of the 

information requested in the form. To request a copy of the complaint form, call (866) 632-

9992. Submit your completed form or letter to USDA by: 

(1) Mail: U.S. Department of Agriculture Office of the Assistant Secretary for Civil Rights 

1400 Independence Avenue, SW Washington, D.C. 20250-9410 

(2) Fax: (202) 690-7442 

(3) Email: program.intake@usda.gov 

This institution is an equal opportunity provider.  

Cultural Competence Plan 
Daystar Child Care Center strives to be an inclusive environment. We recognize and respect that 

each child has unique qualities, abilities, and potential. We strive to build individual 

relationships with each child, making individualized adaptations in teaching strategies, learning 

environments, and curriculum. We also consult with families so that each child will benefit from 

our program.  Additionally, we strive to ensure that each child’s culture, language, ethnicity, 

and family structure is recognized and valued in the program throughout the curriculum and in 

the learning environment. 
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We accomplish this by gathering information about each new child through our enrollment 

paperwork.  This information is collected, kept on file and distributed to the classrooms and 

personnel who will interact with the child.  Additional information and trainings are sought out, 

as needed. Each child has a separate file where all their documentation is stored and 

referenced, as needed.  As our time together progresses, we use the additional information 

from developmental screenings and assessments to further support the children, identify areas 

where training is needed for our staff, and make referrals to appropriate services, as needed. 

All information obtained about the children enrolled in our program will be maintained with 

strict confidentiality and only given to other early childhood professionals with parental 

consent or as required by law.    

Center Schedule 
We are a year-round center and maintain a complete program of activities throughout the 

summer months.  Daystar Childcare Center operates from 6:00 A.M. – 7:00 P.M., Monday 

through Friday throughout the year, with the exception of the following holidays. 
 

 New Year’s Eve 

 New Year’s Day  

 Memorial Day 

 Independence Day 
 

 Labor Day 

 Thanksgiving Day 

 Christmas Eve 

 Christmas Day 
 

Enrollment Procedure 
Enrollment Forms 

All enrollment forms, including the Emergency Information sheet and the Physician’s Report, 

must be completed before your child may attend the center.  Please be sure to update all 

emergency data as needed.  This includes address, home/cell telephone numbers and the 

individuals authorized to pick up your child. 

 

Drop off/Pick up Policies 

For your convenience, our center is open from 6:00 A.M. – 7:00 P.M.  It is important that your 

child’s day begins on a positive note.  When you bring your child to the center, be sure to let 

the teacher know your child has arrived.  Many children enjoy spending a few moments in the 

classroom with their parents upon arrival.  At pick-up time, please feel free to come into the 

classroom and talk with our teachers about your child’s day.  Please remember to check in and 

out on the computer time clock.  Parents are responsible for their own children once the child 

has been taken from the classroom teacher’s care. 
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The teacher will only release a child to the parent or someone authorized by the parent.  Under 

no circumstances will your child be permitted to leave with anyone other than those persons 

designated in writing on the proper authorization form.  Anyone picking up a child may be 

asked for a photo ID.  Please call if someone new is picking up your child, even if he/she is 

already on the pick-up list.  If a child’s parent is not allowed to pick him/her up, we require the 

proper court papers before we can enforce this request. 

Parent Responsibilities 
Children should be physically clean, neat and comfortably dressed when brought into the 

daycare.  Daystar Childcare Center strives to keep all areas clean and safe.  Please notify us 

immediately if you see any unsafe condition or inappropriate use of the facilities.  If a staff 

member or any other adult is not using proper conduct, please report it to the front office 

immediately.  Suggestions, comments or concerns about our programs or facilities are 

welcomed and should be addressed to the team leader on duty or the Director. 

 

Clothing: 

The most appropriate clothes for the school day are easy fitting, comfortable play clothes.  

Children should be dressed in play clothes that can get dirty and may, in some instances, be 

ruined with food/drink stains, etc.  A child should be dressed appropriately for the weather 

conditions.  Please provide warm clothing in the cold weather, cool clothing for the summer 

weather and shoes for running and climbing.  Shoes are required for children over one year of 

age.  Please bring an extra set of clothes that are appropriate for the season.  They will be kept 

in your child’s cubby. 

 

All clothing should be marked with permanent ink, marker or name labels.  Please do not send 

heirloom or meaningful blankets, pillows, clothes, etc.  We encourage children to take care of 

their clothing:  however, Daystar Childcare Center cannot be responsible for lost, torn, 

damaged, stained or soiled clothing or other personal items.  Please do not send your child in 

clothes that are expensive or valuable to you in any way. 

 

Supplies: 

For infants/toddlers, the following items are needed from the parents: 

 A frequent replenishment of diapers/pull-ups 

 Two changes of clothing 

 Appropriate outdoor wear 

 A blanket and/or pillow 

 Bib 
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 “Ready to feed” Bottles with prepared formula, complete with nipples and lids 

 Any special ointment or creams 

**All items should be labeled with the child’s name. 

 

Schedule: 

Daystar offers flexible scheduling options to meet the diverse demands placed on today’s 

families. In order to ensure adequate staffing, parents are required to turn in a weekly schedule 

for their child(ren) by Thursday of the week prior.  It is vital that we know which days you plan 

to have your child(ren) in attendance, as well as an approximate drop off and pick up time.  

Children will be billed for the days and times they are scheduled, regardless of their attendance.  

In emergency situations and instances of illness, we will accept notification by 8:00 a.m. the day 

they are scheduled. 

  

Computer Time Clock: 

Parent and/or guardian must enter the child’s I.D. number, or scan their finger, into the 

computer time clock when the child is dropped off and picked up.  This is necessary for 

documentation and billing purposes.  Parents who frequently forget to do this may be assessed 

an added fee per week. 

Programs and Goals 
Curriculum: 

Daystar Childcare Center uses a developmentally appropriate, research-based curriculum, 

called Creative Curriculum.  Our curriculum, based on 38 objectives for development and 

learning, can be individualized for each student’s success.  Using anecdotal notes and 

observations, our teachers can plan daily age-appropriate activities and experiences for the 

children in their classroom. 

 

Assessment: 

Daystar Childcare Center currently uses two assessment tools:  the Ages & Stages 

Questionnaire 3 (ASQ3) and Teaching Strategies GOLD.  ASQ3 is completed shortly after 

enrollment and annually thereafter, or as requested by a parent or teacher.  Teaching 

Strategies GOLD is conducted twice throughout the school year. 

 

Play Time: 

Play has been called the work of children.  Some adults consider play as something frivolous 

and a complete waste of time.  “Free play” sounds as if anything goes, but to the young child, 

play is very serious business requiring deep concentration.  Play is a time to be absorbed in 

painting a picture, building with blocks or being the Grandparent in the house area.  The 
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feelings are earnest and intense.  A young child engrossed in play is much like a person at work.  

He/she loves to play like an artist enthralled in their creation. 

 

“Free play” allows the child to select what he/she does, how long he/she does it and with 

whom he/she does it.  It is “free play” because the involvement comes from deep within the 

child.  “Free play” is also a learning time.  The child is learning to think, use language, solve 

problems, investigate and organize ideas.  It is a time to use the mind, body and social skills that 

he/she possesses to respond to an idea or situation. 

 

Social play occurs when children play with each other in groups.  This allows practice in 

language while children interact with each other and helps children learn impulse control, how 

to share, to get along with others, taking turns and, generally, how to live in a community.  

Commonly, a child will go through different stages of social play as they mature 

developmentally, although all types of play can be seen in the classroom of any preschool age 

children. 

 

(“The Value of Play” excerpted from Early Childhood Education Today, 5th Edition, MacMillan 

Publishing Company, 222-224.) 

 

Interest Areas 

To facilitate each child’s play and exploration, and to support their construction of knowledge, 

we have divided our classrooms into different Interest Areas.  At the end of this handbook is a 

list of things they are learning in each Interest Area.  If we do our job right, learning will feel like 

fun instead of work. 

 

Field Trips 

Children three and older will be allowed to go on field trips.  Letters will be sent home to let 

parents know the place, time and any expenses.  A permission slip must be signed by the 

parent/guardian for any child to go on the field trip. 

 

Transition Plan 

The transition plan allows flexibility in order for us to best meet the developmental needs of 

each child.  Children in our program are considered for transition according to their 

developmental abilities and maturation levels, as well as space availability in the next 

classroom.  Teachers help provide a consistent environment for the children. 
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Smoking, Drug and Alcohol Policy 
Smoking tobacco, consuming alcohol, and/or using/possessing illegal drugs are prohibited on 

the property and during any field trips. 

Health 
Children’s general health will be assessed upon arrival daily.  If a child shows any signs of illness, 

he/she will be evaluated further and the director will determine if a parent needs to be called.  

Children need to be in good health in order to get the most out of their day at DCC.  It is 

recommended that a back up home child care situation be in place for the days when your child 

is sick.  In order to prevent the spread of many illnesses, your child will not be allowed to attend 

if the following symptoms occur: 

 

 Vomiting and/or diarrhea – two or more times in a 24 hour period 

 Excessive runny nose with green discharge 

 Fever of 100° F or higher 

 Conjunctivitis or Pink Eye – (Children may return to DCC after 24 hours of successful 

antibiotics or a doctor’s release.) 

 Rashes or skin conditions such as poison oak, impetigo or contagious cold sores 

 Chicken Pox 

 Lice or hair infestation – (Children may return to DCC after receiving a specified shampoo 

treatment and all signs of eggs and nits are gone.) 

 

Medication 

We know that many children may need to continue medication even after they are well enough 

to return to daycare.  However, in order for us to give children medicine at DCC, the following 

guidelines must be followed: 

 

1. Prescribed medicine must be in the original container and labeled by a pharmacist with 

the child’s name, name of medication, expiration date, dosage and time of medication. 

2. Non-prescription medicine (such as Tylenol or cough medicine) will be administered if 

accompanied by a note from the physician indicating that the medicine may be taken or 

with a signed note from the parent/guardian. 

3. Topical non-prescription medication can only be used on a child if the parent or 

guardian signs a waiver.  (This includes baby powder, ointment, sunscreen etc.) 

4. Parents/Guardians must complete and sign a medical form and leave the medicine with 

the child’s teacher/care-giver.  This medical form must be updated quarterly. 
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5. All unclaimed, prescription medication will be disposed of after 5 consecutive days of 

non-use. 

 

Nutrition 

Daystar Childcare Center will provide breakfast, lunch, dinner and snacks according to the 

requirements of the Child and Adult Care Food Program.  Parents/Guardians are responsible to 

bring formula for their infants.  DCC will give infants baby food, cereal and 100% juice.  If a 

parent/guardian of an infant does not want their child to receive any of the above, a waiver 

must be signed.  It will then be the parent’s/guardian’s responsibility to provide meals. 

 

Since Daystar does serve food that meets the nutritional guidelines of CACFP, we ask for 

parents who choose to send a snack or meal to school with their child to take into 

consideration the nutritional value of foods they choose.  If parents choose to send in a special 

occasion food, it is asked that consideration be given to sugar content, as well as any special 

needs, diets and allergies. 

 

Rest Time 

There will be a quiet time at the center each afternoon in order for children to rest.  Children 

will be provided with a cot or crib.  Children will be encouraged to relax through soft music.  

Parents/Guardians should supply a labeled blanket and/or pillow for their child to use during 

rest time.  For children under 12 months, we will provide a safe, washable crib with a mattress 

that will be disinfected between changes in occupancy. 

 

Incident Reports 

Although many precautions are taken to ensure a safe environment, occasional incidents and 

accidents may occur.  If an incident or injury occurs, leaving a mark on the child, first aid is 

administered and a report is filled out.  This report is to be signed by the parent/guardian and 

kept in the child’s file.  The parent/guardian will be notified by telephone, per our discretion, 

unless otherwise specified by the parent/guardian.  In case of emergencies, when the child 

requires immediate medical care, the parents/guardians must assume the responsibility for all 

costs and transportation to a medical facility.  In the event that a child’s life may be in danger, 

an ambulance will be called and the child will be transported to the nearest hospital. 

 

Biting Policy 

If a child is biting, the parent/guardian will be called into the office for a meeting and an 

Individualized Plan of Discipline, agreed upon by the teacher, administration and 

parent/guardian, will be completed.  Biting is developmentally appropriate for some ages, but it 

must be stopped for the safety of the other children. 
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Toilet Training 

A team approach is used in toilet training children.  Parents/Guardians, staff and the child 

should work together to promote the child’s independent toileting.  A staff member is always 

available to assist the child.  Toilet training schedule forms will be provided for 

parents/guardians to give input on habits and needs of their child.   

 

Toilet training usually begins around two years of age.  Each child will begin and progress at a 

different rate.  The staff will document your child’s progress on the Daily Sheet.  The Director 

and staff are available as a resource to answer any questions about your child’s toilet training 

process.   Several complete changes of clothes should be kept in your child’s cubby during this 

process. 

Communication 
Open communication between parents/guardians and members of the staff about our 

respective responsibilities is essential in meeting your child’s developmental needs.  We 

encourage daily communication at drop off and pick up between our staff and families. 

 

Parent Teacher Conferences 

Conferences are scheduled twice each school year.  Additional meetings may be requested and 

scheduled by the family and/or teacher or administrator.   We will endeavor to schedule the 

conferences for a time that will work for each family.  

 

Newsletter 

Monthly newsletters are given out to parents/guardians of our toddler and pre-school children.  

These newsletters describe some of the month’s activities and goals.  In addition, they contain 

helpful hints about issues relating to your children.   

 

Record Updates 

Please notify us immediately if any change occurs in your contact information (address or 

phone number change and authorized pick-ups), work situation, home situation, etc.  We will do 

a general file update every year to make sure all of the information in our file is still up-to-date. 

 

Scheduling Changes 

All children must be scheduled in advance to attend.  If a child will not be in attendance on a 

day they were scheduled, the center must be notified no later than 8:00 A.M. the day of the 

absence.  If no notification is given, Daystar reserves the right to bill the hours scheduled for 
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that day.  When your child is enrolled in our program, they are reserving space, staff, and 

program supplies.   

Office 

Please do not ask to use the office phone unless it is an emergency.  Please do not enter the 

office unless a member of management is in the office.  This is to ensure the privacy and 

confidentiality of center’s parents/guardians, staff and administration. 

 

Daily Reports 

Each class has a daily report that should be given to the parent/guardian picking up the child.  If 

there are any questions or concerns about the information on them, please feel free to address 

them with the Director or Lead Teacher. 

Discipline 
Policies 

Communication builds teacher/child relationships and helps children develop.  We take a 

preventive approach to discipline that teaches positive behaviors rather than punishing them 

for misbehaving.  Our goal is to provide them with the opportunity and motivation to make 

choices, function independently, learn social skills through encouraging guidance, respect the 

needs of others, adapt to routines and simple rules, and become responsible group members.  

When intervention or discipline is necessary, the following guidelines include, but are not 

limited to: 

 Consistent positive communication is given to positive behaviors with minimal attention 

given to misbehavior. 

 Children who become emotionally worked up, refuse to listen to the teacher, hurt 

others or refrain from practicing safe behavior are removed from the group and placed 

in a quiet area until they are calm enough to safely rejoin the group. 

 Corporal punishment, physical abuse or verbal abuse is absolutely forbidden.  No child 

may be physically restrained in any way, unless required to protect the immediate 

safety of the child and/or other children. 

 The Team Leader or Director may become involved if the child is not responding to the 

teacher’s efforts.  At this point, the parents/guardians may be contacted and suspension 

or expulsion may occur. 

 

All personnel are informed that failure to follow these guidelines may result in discharge.  

Company policy further forbids the use of any form of verbal, physical, humiliating or 

frightening punishment, under any circumstance. 
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Individualized Discipline Plan 

Upon request of a teacher, parent/guardian or the Director, and upon the consent of the 

parent/guardian, a meeting can be set up to develop an individualized discipline plan for any 

student.  The plan will specifically cite a behavior that should stop or increase and will use 

incentives that are designed specifically to motivate the child for whom it is designed. 

Mandated Reporting 
Michigan Licensing requires that certain professional and lay persons must report suspected 

child abuse or neglect to the proper authorities.  Daystar Childcare Center requires its staff to 

immediately report every situation that is described under this code.  We are also required to 

report certain information to the Michigan Board of Health. 

 

Child Protection Law 

Daystar Childcare Center will adhere to the following procedure regarding Child Protection 
Law: 
Public Act of 1975, Act No. 238, the Child Protection Law requires, in Section 3, the caregiver to 
make an immediate report by telephone of any suspected child abuse and neglect to the 
Department of Human Services – CPS, and within 72 hours after making oral report to file the 
required written report (i.e. 3200 form). The law in Section 8 requires an investigation to be 
done DHS – CPS. 
 
The Protocol for Reporting Suspected Child Abuse and Neglect for this Center is as follows:  
Any staff member suspecting child abuse and neglect should notify immediately the Director or 
Assistant Director. Next, the staff member should call the main office and report the suspected 
abuse and neglect to the Educational Coordinator or Administrator; and that person will 
contact CPS. After contacting CPS, the Educational Coordinator or Administrator will send the 
required written report to CPS. Protective services will investigate as they see necessary. 

Financial 
Payment Policy 

Our tuition schedule has been established to provide your child with the best possible care at 

the most reasonable cost to you.  Your bill is due by Friday for the previous week’s childcare 

services.  Failure to keep your balance current will lead to additional fees and/or termination of 

childcare services.  Bi-weekly and bi-monthly plans can be established, if requested, but the 

payment must always be in advance.   

 

Tuition/Status Changes 

If your child’s schedule, status or tuition category changes, Daystar Childcare Center must be 

given a two-week notice in writing. 
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Late Pick-ups 

There is a charge of $1.00 per minute per child for those not picked up by closing time.  This fee 

must be paid before the child can return to the center.  Those who are habitually late will be 

asked to make other childcare arrangements. 

 

Multiple Child Discount 

Multiple child discounts are available for siblings.  The youngest child enrolled is the first child 

and the discount will apply to the older child. 

 

Drop In, Part time & Full time 

Drop In schedule is considered 12 hours.  Part time schedule is considered 25 hours or less.  Full 

time schedule is considered up to 45 hours.  All families must use previous decided upon days 

and these days cannot change without the permission of the Director, due to ratio counts in 

classrooms. 

 

Co-Pays 

Daystar requires a $25/week co-pay per child for those who qualify for child care assistance 

from DHHS. 

 

Pro-rated Tuition 

We do not provide pro-rated tuition rates. 

 

Refunds 

No refunds are given. 

 

Returned Checks 

There is an automatic $25.00 fee added to your account for re-deposited or returned checks.  

After three returned checks, you will be required to make your payment in a money order or in 

cash. 

 

Late Fees 

There will be a $5.00 late fee added to the account for each week in which no payment has 

been made. 
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Collections/Garnishment 

The account balance must be paid in full when a child is disenrolled.  Collections or 

Garnishment will occur if no payment or payment arrangement has been made within 30 days 

of disenrollment. 

Withdrawal and Disenrollment Procedures 
 If you decide to withdraw your child from the center, a one-week notice is required.   

 Any situation in which a child with developmental or behavioral problems that cause 

him or her to harm other children or disrupt the program will be brought to the 

attention of the parents/guardians.  The staff, parents/guardians, Director and child will 

make an attempt to arrive at a workable solution so the child may remain in care.  If all 

attempts appear futile, the child will be disenrolled. 

 A parent’s/guardian’s failure to pay tuition fees will result in disenrollment of the child. 

 There are no refunds of any payments made to the center. 

 Any time a child is disenrolled, another child may take his/her place. 

 In order for a child to be re-enrolled, all previous infractions need to be resolved, an 

opening must be available and a new application will need to be filled out. 

General Information 
Emergency Procedures 

Each classroom at Daystar Childcare Center has emergency procedures posted by the exit door 

in the event of a fire or extreme weather conditions.  Daystar Childcare Center also has policies 

in place for bomb threats, emergency evacuation and intruder alerts.  These policies are listed 

at the end of this manual. 

 

Weather Related Closings 

The center will rarely close due to weather conditions.  If really severe weather causes us to 

close, we will send out an email blast to all enrolled families and post the announcement on our 

Facebook page.  The information will include the following: 

1) An announcement of the closing 

2) Whether or not it is for the entire day 

3) If we cannot determine the length of the closing, we will instruct second shift workers to 

call at noon to see if we will be open. 

 

Jewelry Policy 

We cannot be responsible for expensive jewelry that your child is wearing or bringing from 

home.  Please be sure to have your child leave their jewelry at home. 
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Photo Policy 

Unless otherwise requested in writing, we reserve the right to take photos of the children 

enrolled in our center for the purpose of using them on classroom bulletin boards, craft 

projects and other appropriate uses.  Please let us know if there are any issues surrounding 

photographs of your child. 

Daily Schedules 
Please review the next few pages which contain our daily schedules for: 

 The Infant/Toddler Room 

 The Preschool Room 

In Conclusion 
Thank you for placing your child(ren) in our care.  We want to assure you that every child will 

receive the love and support he/she has need of.  You have made the right choice by choosing 

Daystar Childcare Center.  This is the beginning of a wonderful thing.  

  



 

Daily Schedule 
Infant, Toddler & Twos 

6:00-8:45 a.m. 
Planning/preparation time:  Review the plans for the day.  Conduct health and safety checks.  
Refill bathroom and diaper changing supplies.  Make bleach solution.  Complete items on 
cleaning checklist, as appropriate.  Set out materials for children to use as they arrive.  Think 
about individual children and any special needs. 
 
Hellos and good-byes:  As children transition from home to school, greet each child and help 
families say good-bye to each other. 
 
Dressing:  Help children take off and store their outerwear (coats, hats, boots). 
 
Diapering and toileting:  Check diapers and change as necessary.  Take older children to the 
toilet as needed.  Wash hands. 
 
Eating and mealtimes:  Help children wash hands and eat breakfast.  Sit with children and 
enjoy breakfast together.  Wash hands. 

8:45-10:00 
Dressing:  Help children put on outerwear before going outdoors. 
 
Outdoor Experiences:  Supervise and interact with children as they explore the playground 
environment and equipment.  Roll balls back and forth, blow bubbles, paint with water, make 
natural discoveries, and so on. 
 
Dressing:  Help children take off and store their outerwear. 
 
Diapering and toileting:  Check diapers and change as necessary.  Take older children to the 
toilet as needed.  Wash hands. 
 
Eating & Mealtimes:  Help children wash hands (if not just done with diapering and toileting) 
and eat morning snack.  Sit with children and enjoy a snack and conversation together. 

10:00-10:30 
Group Time:  Do a couple of songs or finger plays with the children, then read them a story as 
a group. 

10:30-12:00 
Indoor Experiences:  Guide children in selecting what they want to play with and how.  
Observe and interact with children to extend play and learning.  Find time to read to the 
children individually or in a very small group. 
 
Sleeping and nap time:  Allow children 0-18 months to sleep according to their needs. 
 
Dressing:  Change children’s wet or soiled clothing as necessary. 
 
Cleanup:  Help the children put materials away. 
 
Diapering and toileting:  Check diapers and change as necessary.  Take older children to the 
toilet as needed.  Wash hands. 
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12:00-1:00 
Eating and mealtimes:  Help children wash hands (if not just done with diapering and 
toileting).  Eat lunch.  Sit with children and encourage conversation about the day’s events, the 
meal itself, and other things of interest to the children.  Clean hands and faces afterwards. 

1:00-3:00 
Sleeping and nap time:  Help children relax so they can fall asleep.  Supervise napping children, 
sharing cleaning duties so each teacher gets a break.  Provide quiet activities for children who 
do not sleep.  Adjust length of nap time to suit the group pattern and the needs of individual 
children. 

3:00-4:30 
Diapering and toileting:  Check diapers and change as necessary.  Take older children to the 
toilet as needed.  Wash hands. 
 
Eating and mealtimes:  Set up snack so children can eat as the wake up and finish diapering 
and toileting.   
 
Dressing:  Help children put on outerwear before going outdoors. 
 
Outdoor Experiences:  Supervise and interact with children as they explore the playground 
environment and equipment.  Roll balls back and forth, blow bubbles, paint with water, make 
natural discoveries, and so on. 
 
Dressing:  Help children take off and store their outerwear. 

4:30-5:30 
Diapering and toileting:  Check diapers and change as necessary.  Take older children to the 
toilet as needed.  Wash hands. 
 
Eating and mealtimes:  Help children wash hands (if not just done with diapering and 
toileting).  Eat dinner.  Sit with children and encourage conversation about the day’s events, 
the meal itself, and other things of interest to the children.  Clean hands and faces afterwards. 

5:30-7:00 
Experiences:  Set out a limited number of choices for children so they are engaged until their 
parents arrive.  Read stories to a child or a small group of children. 
 
Diapering and toileting:  Check diapers and change as necessary.  Take older children to the 
toilet as needed.  Wash hands. 
 
Dressing:  Send home wet or soiled clothing or bedding. 
 
Hellos and good-byes:  Help children and families reconnect at the end of the day.  Greet each 
parent and share something special about their child’s day. 
 
Planning & Cleaning:  Reflect on how the day went and any information that needs to be 
relayed to the morning shift.  Make plans for the next day and set out any materials needed.  
Complete the cleaning checklist. 

*Infants eat and sleep on demand. 

**This schedule may vary depending on the needs and interests of the children.



 

Daily Schedule 
Preschool Class 

6:00-8:45 a.m. Open/Rest/Breakfast/Free Play 

8:45-9:00 Greetings 
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9:00-9:20 Large Group/Music & Movement/ Planning 

9:20-10:20 Uninterrupted Choice Time 

10:20-10:30 Clean Up 

10:30-10:45 Snack/Recall 

10:45-11:00 Small Group 

11:00-11:50 Outside 

11:50-12:00 Bathroom/Wash Hands/Prepare for Lunch 

12:00-12:40 p.m. Lunch 

12:40-12:45 Read Aloud 

12:45-1:40 Quiet/Rest Time 

1:40-2:15 Wake/Bathroom/Small Groups 

2:15-3:00 Plan/Work 

3:00-3:10 Clean Up/Recall 

3:10-3:20 Read Aloud 

3:20-3:45 Snack 

3:45-4:15 Outside/Gym 

4:15-5:00 Art/Crafts – Child initiated 

5:00-5:10 Bathroom/Wash Hands/Prepare for Lunch 

5:10-5:50 Dinner 

5:50-6:00 Clean Up 

6:00-6:15 Music & Movement 

6:15-6:30 Story Time 

6:30-7:00 Limited Choices/Clean up/End Day 

 

  



 

 

 

Daystar Child Care Center 

Emergency Policies 
 

 

 

 Health Policy 

 Evacuation Policy 

 Intruder Alert Policy 

 Bomb Threat Policy 
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Health Policy 
 

In an effort to inhibit the spread of illness, we would like to clarify our health policy here at 

DCC. 

If your child has had a fever, he/she should remain out of the center until he/she has been free 

of fever for 24 hours. 

Children that are being treated with an antibiotic should be on the antibiotic 24 hours before 

returning to the center. 

Please keep your child at home if they exhibit any of the following symptoms: 

 Fever, sore throat, earache.  (Fever = a temperature of 101ᵒ or higher) 

 Severe coughing—child gets red or blue in the face or makes high-pitched whooping 

sounds after coughing. 

 Eye discharge—thick mucus or pus draining from the eye, or pink eye 

 Body rash with fever 

 Vomiting—two or more times in a 24 hour period 

 Diarrhea—soils clothes two or more times 

 Excessive runny nose with green discharge 

 Chill, cough, headache in combination with other symptoms of illness 

 Child is irritable because of not feeling well, continuously crying, or requires more 

attention than can be provided without hurting the health and safety of other children 

in our care 

If you child has any of these symptoms while at our center, we will try to contact you to pick up 

your child.  Thank you for your cooperation.  
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Evacuation Plan 
 
Director gives instruction to evacuate after assessing the situation and accessibility of 

evacuation routes. 

Child Care Staff should take the following items: 

 First Aid kit 

 Class/staff attendance sheets 

 Children’s emergency and medical information and emergency backpack 

 Cell phone, if available 

 Radio 

 

Procedure: 

1. Evacuate to the designated meeting place (Abbey Hall – directly across from DCC), if safe 

to do so. 

2. Staff should assemble children 2 by 2 to evacuate the building (preferably one teacher 

leading the children and one teacher following behind). 

3. All infants will be placed in mobile cribs. 

4. All toddler and Pre-K children will be holding the safety rope. 

5. Take attendance; if safe to do so, search the building for anyone missing. 

6. Have children sit down, if possible. 

7. DCC staff will call Program Director and notify parents/guardians immediately if 

evacuation looks to be long term or if children are moved to alternate site location. 
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Intruder Alert  
Plan 

An intruder is an unauthorized person who enters the property. 
 

If an intruder enters our property appearing dangerous or having a weapon, staff shall: 

 Call 911, or signal a co-worker to call 911. 

 Notify the Director. 

 NEVER confront the dangerous person. 

 Ensure all doors and windows are locked. 

 Keep all children away from doors and windows. 
 
If an intruder enters our property, but does not appear dangerous, staff shall: 

 Ask another staff to accompany them (if possible) and approach the intruder in a non-
confrontational way. 

 Politely greet the intruder and identify yourself and the person with you (if applicable). 

 Ask the intruder the purpose of his/her visit. 

 Inform the intruder that all visitors must meet with the Director or Director’s Aid. 

 If both are unavailable, ask the intruder to leave their contact information so the 
Director/Director’s Aid can follow up with them. 

 After that, politely ask the intruder to leave. 
 
If the intruder refuses to leave: 

 Warn the intruder to leave or you will call the police. 

 Notify 911, if the intruder refuses to leave, and give the police a full description of the 
intruder. 

 Carefully walk away from the intruder if he/she indicates a potential for violence. 

 Staff shall notify the Director of the situation as soon as possible and fill out an incident 
report. 
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Bomb Threat  
Plan 
During a Bomb Threat Call 
 
DO NOT HANG UP!  Remain calm, note the time of the call and check caller ID, if available.  
Keep the caller on the line by asking the following questions. 

 Where is the bomb located?  (What building/area?) 
 What time will it go off? 
 What kind of bomb is it?  (How big will the explosion be?) 
 Why is this going to happen? 
 Who are you?  (What is your name?) 

 
While on the line, be sure to listen for: 
 Is the voice male or female? 
 Does the person have a speech impediment or accent? 
 What is the tone of the person’s voice? 
 What, if any, background noises are heard? 

 

Immediately After the Call 
 

 Staff will call 9-1-1. 

 Staff will notify the Center Director. 

 Staff/Director will confer with fire and police about evacuation. 

 Staff will glance around the area for any suspicious items.  Do not move/touch any 
suspicious items. 

 If the decision is made to evacuate, follow the Evacuation Plan.  (See Evacuation Plan) 

 Director will notify parents/guardians, if evacuated or moved to alternate location. 

 Director will report incident to licensor. 

 Director will complete a written incident report at the earliest opportunity. 

 All parents/guardians will be notified of the incident. 
 
Note:  Bomb threats are received in person or by telephone. Most bomb threats are made by 
callers who want to create an atmosphere of general anxiety and panic, but all such calls or in 
person threats must be taken seriously and handled as though an explosive is in the building. 
 
ALL BOMB THREATS ARE ASSUMED TO BE REAL; THEY ARE TO BE CONSIDERED A THREAT TO 
CHILDREN, EMPLOYEES AND BUSINESS OPERATIONS. 


