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LAKELAND’S 

LITTLE LEARNERS 
240 E Commerce Court 

Elkhorn, WI 53121 

(262) 723-8391 

Fax (262) 723-8381 

Parent Handbook 
Revised August 15, 2019 

Welcome to Lakeland’s Little Learners!  Please take the time to read the attached handbook.  Questions are welcomed 

in the office between 9 and 5 on weekdays.  Lakeland’s Little Learners Child Care Center and Pre-School is open from 

5:45 a.m. until 6:00 p.m. for children ages 2 to 13, and from 6:30a.m. until 6:00 p.m. for children under the age of 2, 

Monday through Friday, (if children are signed up for these hours) throughout the year.  The Center celebrates and is 

closed for the following holidays: 

New Year’s Day    Memorial Day   4
th
 of July   Labor Day   Thanksgiving Day    Christmas Day 

Pre-School sessions are offered from 8:45amuntil 11:30am, Monday through Friday, following the Elkhorn School 

calendar.  In addition, 4K is offered at our center as one of the sites through the Elkhorn Area School District.  All 

parents are members of the Board of Director’s Membership upon enrollment.  This enables you to vote at the yearly 

election for your parent representative to the Board and to vote on various policies changes as the Board sees fit.  

Parents are encouraged to run for a position on the Board.  Lakeland Little Learners’ Board functions to empower the 

management and actively participates in the upkeep of the center.  Lakeland’s Little Learners is a Not-For-Profit 

corporation.  Tax-deductible donations are welcomed at any time.  The center collects Campbell’s Soup labels, Frank’s 

and Sentry’s receipts and is enrolled with the Pick-‘n-Save program to help assist us in acquiring new supplies and 

equipment.  Donations of snacks are welcomed treats and adult volunteers are always appreciated.  (Lakeland’s Little 

Learners is an A.A.E.E.O) 

Administration Structure 

Administrator/Director 

Assistant Director 

Lead Coordinators 

Office Personnel 

Lead Teachers 

Teachers 

Assistant Teachers 

Substitutes 

Volunteers 

LAKELAND'S LITTLE LEARNERS' CHILDCARE CENTER LTD. 

It is the intent of Lakeland's Little Learners to provide a warm and caring atmosphere for children when they are away 

from home where their basic needs shall be nurtured with tender loving care. The curriculum shall be presented 

through the philosophy of "learning through play" as research shows that play is essential to all areas of a child’s 

development.  “Play allows children to use their creativity while developing their imagination, dexterity, and 

physical, cognitive, and emotional strength. Play is important to healthy brain development.  It is through 

play that children at a very early age engage and interact in the world around them. Play allows children to 

create and explore a world they can master, conquering their fears while practicing adult roles, sometimes 

in conjunction with other children or adult caregivers.  As they master their world, play helps children 

develop new competencies that lead to enhanced confidence and the resiliency they will need to face future 

challenges.  Undirected play allows children to learn how to work in groups, to share, to negotiate, to 

resolve conflicts, and to learn self-advocacy skills.  When play is allowed to be child driven, children 

practice decision-making skills, move at their own pace, discover their own areas of interest, and ultimately 

engage fully in the passions they wish to pursue.”  (Taken from the American Academy of Pediatrics Journal)   
Our rooms are set up with learning centers that allow children to learn and experiment at their own level and pace.  

Professional educators encourage children to choose activities that interest them while moving from center to center as 

well as participating in large and small group activities to formulate a well-rounded educational program. 

ADMISSION  

1.  The center is licensed for a capacity of 171 children ranging in ages from 2 weeks through 13 years. 
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2.  There shall be no geographical boundaries restricting enrollment and children of all races, colors, and creeds are 

accepted.  Handicapped children and special children are welcomed.  All children shall be placed in the room 

appropriate for that child's abilities and charged accordingly. 

3.  The center is open to visits by parents during the hours of operation, unless access is denied by court. 

4.  Parents are encouraged to participate in the center activities or programs and communication between center staff 

and parents shall be an ongoing part of the services offered.  Conferences are offered twice a year or more frequently if 

the parent desires. 

5.  All records of children shall be kept confidential and are available to parents upon request.  The paper file will be in 

a file cabinet in the office. 

6.  Enrollment: 

a.   An Enrollment Application form can be obtained from the administration.        

This form is to be completed and returned prior to admission.  This includes a                                                           

Special Intake Form for children under 2 1/2 years of age.         

b.   A Medical Examination form is to be completed and returned not more than 6 months prior to the date of 

admission, nor 30 days after. 

c. An Immunization Record must be completed and returned prior to admission. 

d. A Health History & Emergency Care Plan form shall be completed and returned prior to admission.  This 

should be updated with any health changes.  This information shall be shared with the staff in charge of 

this child prior to admission and with all staff at the next monthly staff meetings.   

e. Special Field Trips will have permission slips sent home to be signed prior to the activity.  Summer 

School-Age Field Trips are a part of our program and children attending on those days are expected to 

participate.      

f. The administration shall schedule an entry interview prior to acceptance into the center with the child and 

parent(s) whenever possible. 

g. All parents shall be provided with a copy of the center's Parent Handbook (Operating Policies) and a Fee 

Schedule upon admission of their child. 

h. By enrolling your child/children at the center, you signify a binding agreement to the operating policies.  

You also signify a binding agreement to a specified schedule agreed upon at the time of enrollment.  A 

contract must be signed indicating your child's status and hours and days attending.   

i. Parents shall provide all diapers, formula and milk for children under the age of one, infant foods, extra 

clothes, appropriate outdoor clothing, bedding and backpack.  LLL will provide all other materials needed 

unless otherwise notified.   

7.  Parent Notices: 

a. There is parent bulletin area in each room as well as one posted in the entrance of our building.  Other 

informational materials for parents can be found there as well. 

b. The center's license, accreditation certificate, and recent violations are posted in the entrance of our 

building.  A reference set of DHSS rules can be found in the office.  Parents may obtain a copy themselves 

by calling (608) 243-2400 or going on line to www.legis.state.wi.us/rsb/code/hfs/hfs046.pdf.  Please ask if 

you cannot find the copy. 

8.  Fees and Attendance: 

Children will be charged at a Full-Day, Half-Day, and/or hourly rate based upon their functional age as stated 

on the Fee Schedule.  When a child has a birthday, an appropriate hourly rate change will be entered for that 

child at the beginning of the next fee period.  The person bringing and picking up a child is responsible for 

signing in and out on the computer near the entrance.  (Time Clock)  Fees for early arrival, late departure, or 

failure to sign-in or out are assessed per the Fee Schedule.   

DISCHARGE  

1.  Parent Termination: 

If a parent wishes to terminate enrollment of their child, they are to notify the administration in writing two 

weeks in advance.  At this point, the center will have been prepaid for the remaining two weeks of enrollment 

and the hours shall remain reserved for the child.  If the child is absent during this two week period, there shall 

be no refund of fees. 

2.  Mutual Decision Between Center and Parents: 

a. If the center and parent(s) agree that placement of the child within the center is inappropriate, enrollment 

will be terminated. 

b. A mutually agreed upon date shall be set for the child's last visit as a child care participant and any 

remaining prepaid reserved hours for the child care shall be refunded. 
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3.  The center may terminate enrollment of a child if the parent(s) are uncooperative, such as, but not limited to: 

a. Failure to pay fees on a timely basis as outlined in the fee payment schedule. 

b. Failure to submit required child health information forms and other required forms of the center. 

c. Failure to observe the rules of the center relating to arrival and departure of the child. 

d. Failure to observe the rules of the center for providing a nutritious and well-balanced meal for the child 

whom does not participate in the center's food program as well as supplies required. 

e. Chronic unattended illness to the detriment of the other children being cared for within the center. 

The center may terminate enrollment of a child if the child is not functioning within the program and is disruptive or 

harmful to the other children/staff on a continual basis.  In a situation where the child’s behavior is disruptive or 

harmful, the teacher shall keep track of the behaviors and log them in the child’s portfolio. The teacher shall talk to the 

Administration to go over options. The teacher shall communicate with the family and keep them updated on what the 

behavior is and what the teacher is attempting to do to modify the behavior. A Behavior Modification program shall be 

attempted with documentation. An observation from a professional might be considered if these steps do not help. A 

suspension may be tried if appropriate for the behavior and the age of the child. If, none of this works and the child is 

still a danger to him/herself or the other children/staff, a meeting shall take place with the family, teacher and 

administration termination could take place. The administration shall be responsible for completion of a Termination 

of Enrollment Notice and delivering such notice to the parent of the child.  The notice shall indicate the date of the 

child's last visit as a child care center participant and shall also indicate the amount of any prepayment which will be 

refunded, if any.   

A child shall be terminated from the enrollment if he/she does not attend for a 6-month period, and the parents have 

not contacted the center to indicate otherwise.  Termination papers will be sent, verifying the discontinuation of use.  

In this event, the parent shall need to apply for re-enrollment if they so choose. 

4.  Center Closing: 

Parents shall be notified a minimum of one month prior to the closing of the center.  Prepayment, if any, will be 

refunded. 

HEALTH PROGRAM POLICY 

Objective:  To maintain, protect and improve the health of all center children.  Purpose:  To reduce the risk of spread 

of disease and childhood illnesses to center children. 

1.  Observation: 

a. Each child upon arrival shall be observed by the staff member receiving the child for care for symptoms 

of illness.  If the staff member determines that the child is ill, the parent shall be told that the child will not 

be accepted into the center at that time.  The child must be fever free (without medication) for 24 hours 

and has not vomited in the past 24 hours in order to come to the center. 

b. Any evidence of unusual bruises, contusions, lacerations, and burns shall be noted on the child's records 

and reported immediately to the administration for follow-up action with social services. 

c. All staff members having direct contact with the children shall know food allergies and other allergies of 

specific children.   

2.  Isolation: 

An isolation area shall be provided for the care of a child who becomes ill while attending the center.  Parents are 

expected to pick their children up within one hour. 

3.  Ill Child Procedure: 

When an apparently ill child is observed in the center, the following procedures shall apply: 

a. Children with a sore throat (especially when spots are evident on the back of the throat), colored drainage 

from the eyes or ears, fever beyond 100 degrees orally, lice, rash, vomiting, diarrhea, a loud, congested 

cough, or other illnesses or conditions that prohibit the child's participation in the center or pre-school, 

shall be isolated. 

b. The child shall be provided with a bed, crib or mat with sheet and blanket in the isolation area with a staff 

member within sight and hearing of the child. Isolation shall be used until the child can be removed from 

the center.   

c. The child's parent, or designated responsible person when the parent cannot be reached, shall be contacted 

as soon as possible after the illness is discovered.  The parent is expected to come as soon as possible to 

remove the child from the center; not more than 1 hour after being reached. 

REMEMBER:   Use your best judgment in regards to the health of your child and the others at the center. 

A SICK CHILD BELONGS AT HOME, NOT IN THE CENTER. 

4.  Communicable Disease: 

a. When a child is suspected of having a communicable disease or condition such as, but not limited to: 

Chicken Pox, German Measles, Infectious Hepatitis, Measles, Mumps, Poliomyelitis, Lice, Ringworm of 
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the Scalp, Scarlet Fever, Whooping Cough, Diphtheria, or Meningitis, the County Public Health Nurse 

shall be notified. 

b. If a child has a communicable disease, they may be readmitted to the center if he/she has been away the 

designated amount of time required by the County Public Health Department.  Otherwise, a physician's 

written statement is necessary. 

c. All parents shall be notified of all communicable diseases if their child has been exposed. 

5.  Medication: 

c. No prescriptive medication or non-prescriptive medication such as, but not limited to:  aspirin, cough 

medicine, or nose drops may be given to a child except under the following conditions: 

 A signed, dated, written authorization from the parent is on file.  Prescription 

medication is in the original container and labeled with the child's name, name of 

drug, dosage, directions for administering, date, and physician's name. 

 Non-prescriptive medication is labeled with the child's name and the request, signed 

by the parent, including dosage and directions for administering.   

 A written report including type of medication given, dosage, the date and the name of 

the staff member administering the medication shall be kept in the child's record and 

the center medical log as specified in HSS 46.07(6)(f) c.  Each room's medical log is 

kept in the child's room and is filled out by the lead teacher. 

c. Medication shall be kept under lock and key or otherwise inaccessible to children. 

d. Medication requiring refrigeration shall be kept in a designated separate covered container clearly labeled 

"Medication". 

e. Any missed medicine dosages or errors in distribution shall be reported immediately to the office and the 

parent as soon as it is noticed. 

6.  Personal Cleanliness: 

a. Children's hands shall be washed with soap and water before and after eating and toileting.  Faces shall be 

washed as needed. 

b. Persons working with children shall wash their hands with soap and water before handling food and before 

and after assisting with toileting.  Hands shall be washed after wiping noses. 

c. Wet or soiled clothing shall be changed promptly from an available supply of clean clothing, which shall 

be available and provided by the parent. 

7.  Accident or Injury: 

a. There shall be a first-aid kit in the center and taken with on field trips outside of the center with sufficient 

supplies at all times.  This shall be the responsibility of the administration. 

b. Superficial wounds shall be cleaned with soap and water and covered with a sterile dressing.  Parents will 

be notified at pick-up.  

c. When emergency care is required: 

1. The rescue squad shall be called immediately by dialing 911.   

2. A staff member with proper first aid training shall be designated to handle the 

situation until help arrives.  Lakeland Medical Center Emergency Room, or 

the closest emergency facility if on a field trip, shall be contacted and the 

child's physician.   

3. Parents shall be notified of the situation as soon as possible after the 

emergency has occurred.   

4. When at all possible, the staff member in charge of the child shall accompany 

the child to the emergency room. 

d.   Written permission from the parents to call the family physician or refer the child for medical care in case 

of an accident or emergency shall be on file at the center, and taken with the teacher when children are off site.   

f. A record of the accident, injury, or illness shall be kept in the child's permanent file and in the center's 

medical log as specified in HSS 46.07(6)(f) a-c.  If professional medical attention is sought, an accident 

report will be filed with the Department of Children and Families.   

g. Accident/injury reports shall be reviewed by the administration with all staff members at least twice each 

year in order to determine that all possible preventive measures are being taken. 

h. Universal Precautions will be used in case of blood or other body fluids. 

8.  Physical Examination: 

a. Each child shall have an initial medical examination not more than 90 days 

      prior to, nor later than 30 days after admission to the center. 



5 

b. Evidence of current physical examination shall be provided by a report signed and dated by an MD, PA or 

Health Check Provider. 

c. Each child 2 years of age and older shall have a subsequent physical examination by a licensed physician 

at least once every 2 years thereafter. 

d. Each child under 2 years of age shall be given a physical examination by a licensed physician every 6 

months after admission. 

e. The administration shall notify the parents when a physical is required by providing them with the 

appropriate form and date the form must be returned. 

9.  Immunization: 

a. Each child shall have an immunization history, which states that the child has been immunized against 

diphtheria, pertusis, tetanus, poliomyelitis, measles, rubella, and the month and year each dose was 

administered (as required by ss.252.04, WI Stats.).  This written statement shall be on file at the center 

prior to the child's admission or one of the following compliance alternatives shall be met prior to the 

child's admission.  Upon written and dated statement by a physician that, in the opinion of the physician, a 

particular immunization required under ss. 252.04, WI Stats. is or may be detrimental to the health of a 

particular child, the requirement for that particular immunization shall be waived by the department for the 

child until it is certified by that physician or another physician chosen by the parent that the particular 

immunization is no longer detrimental to the health of the child; or upon written, signed and dated 

statement by the parent that a particular child is an adherent of a religious belief which precludes 

immunization.  The immunization requirements under ss. 252.04, WI Stats. shall be waived by the 

department for that child. 

b. A written statement from the parent regarding the type and date of any immunization required under s. 

140.05, Stats., which is administered to a child after the immunization history has been submitted to the 

center, shall be on file within 90 days according to the required immunization schedule. 

10.  Health Qualifications: 

a. All persons who are employed by the center to work directly with the children shall have a health 

examination within 6 months prior to beginning work.  The report, dated and signed by a licensed 

physician, shall be on file in the center and certify that: 

 The person is free from illness detrimental to children. 

 The person is physically able to work with young children and the person is free from clinically 

apparent communicable disease. (Substitutes are not covered under this until they reach 240 

hours/yr.) 

b. No staff, volunteer, visitor or parent with symptoms of illness, communicable diseases or whose behavior 

gives reasonable concern for the safety of children may be on the premises of the center. 

c. No person with a health history of typhoid, paratyphoid, dysentery, or other diarrhea diseases may work in 

a center until it is definitely determined by appropriate tests that such person is not a carrier of these 

diseases. 

11.  Nap-times: 

As specified in the State Regulations, each child under five years of age that is in a program for longer than 

four hours shall have a nap or rest period.  Our policy is that all children, 2 years of age and older, not yet in 

the school-age program will have a rest period after lunch for at least ½ hour.  All children shall lay on a mat 

or cot and be encouraged to sleep.  If a child does not sleep after ½ hour of rest time, or as soon as a child 

awakens, he/she shall be allowed to become involved in quiet activities during the remaining naptime.  All 

mats/cots should be at least 2 feet apart and shall be disinfected after use.  Children under the age of 2 sleep on 

demand and sleep in cribs or cots/mats.  All bedding shall be stored in the child's individual container and sent 

home at the end of the week for washing.  Cribs may be positioned back to back as long as the ends that are 

facing one another are enclosed and must be disinfected after each use as well. 

12.  Pets: 

a. Pets shall be kept and handled in a manner, which protects the well being of both children and pets. 

b. No pets shall be in the food preparation area. 

c. Parents should notify the center of any pet allergies that their child may have so arrangements can be 

made.  These allergies shall be posted in the child's room.   

d. The types of pets kept at the center shall be posted on the bulletin board in the front entrance. 

EDUCATIONAL PROGRAMMING 

 

It is Lakeland’s Little Learners’ philosophy that every child shall be cared for, nurtured, and guided as is 

needed for that child to grow physically, cognitively, and emotionally.  We, as teachers, are here to facilitate 
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the learning of each child individually, helping her/him to realize what is best for her/him by giving ideas and 

providing a loving, warm atmosphere and safe environment where they feel comfortable and confident.  We 

will guide, love, and discipline every child individually.  We strive to maintain an open line of communication 

between teachers and parents/guardians.  Together, we will help guide the children in the best way possible. 

 

1.  All staff shall work together planning thematic units of study for the children.  These units shall have activities 

appropriate for the needs of each age level.  Any supplies needed shall be submitted to the administration for purchase.  

Within each unit, activities shall be varied so that we may meet the needs of each child.  Activities will be both 

individual and group ones and physically active as well as calm ones.  Small and large motor skills will be used. 

Programming is aligned with WMELS (Wisconsin Model Early Learning Standards) and SACF (School-Age 

Curricular Framework). Information is given on these models during the center tour and during conferences. 

a. Self-esteem and positive self-image units on ME.  The use of dress-up clothes, mirrors, pictures of 

children at work, play, and home will help  accomplish this goal. 

b. Social Interaction-units on community helpers will be useful in this area.  Field trips and visits from 

community workers are ways in which the children will become aware of their community and 

neighborhoods. 

c. Self-expression and communication skills will be taught through giving children time each day to carry out 

their ideas through sharing at group time.  A show-and-tell time proves to be fun and educational. 

d. Creative expression-The frequent use of many varied art materials, role-playing, puppets and music 

experiences will allow children experimentation in this area. 

e. Large and small muscle development-A variety of outdoor and indoor climbing equipment will provide 

good motor skill development in children.  Using scissors, puzzles, games, bean bags, etc., will give the 

child practice in small motor coordination. 

f. Intellectual growth-The use of individual learning centers, listening to adults reading, charting activities, 

watching and caring for plants and animals in the classroom are some of the techniques used to stimulate 

intellectual growth. 

g. Parent conferences will be held with parents bi-annually with daily consultation when the need arises. 

Portfolios will be shared with and items dispensed to parents/guardians at conferences.  School-age 

portfolio items will be dispensed at conferences and/or at the end of each school year and the end of each 

summer session.  

2.  Program 

a. Active and quiet, individual and group, and indoor and outdoor activities will be provided throughout the 

time the child is attending the center. 

b. A routine for the child to understand the daily movement of activities shall be carried out daily by the 

staff.  Each classroom has a daily schedule posted, which includes meals, outdoor times, educational 

programming, etc.   

c. Individual attention shall be given to each child each day by the staff. 

d. Positive reinforcement will be used with each child each day to enhance confidence and support good 

behaviors. 

e. The children will go outside daily unless it is raining heavily, the wind chill is below 0 degrees for 

children 2 and older or below 20 degrees for children under 2 years, or the heat is above 90 degrees. 

f. iPads are used in the 3 year old  rooms as an educational  resource to enhance a concept, seeing a stingray 

swim, looking at “google earth”, showing a hovercraft move, etc. This is only used occasionally as a 

teachable moment and not individually by a child. Smart Boards are used exclusively by 4K students and 

are used for hands-on STEM experiences to enhance a learning experience. If an iPad is used in the 4K 

room individually by a child, it is used as a hands-on educational experience such as tracing letters, 

numbers, etc. and is limited to a total of 30 minutes per week or less per student. School-Age students are 

allowed a limited time to use their chrome books for homework and may be exposed occasionally to Smart 

Boards through movement and dance opportunities. Screen time is limited to far  less than an hour per day. 

Computers, iPads, etc. are not used in the 2’s and under rooms at any time with the children.  

3.  Transitions are used to keep the daily schedule smooth; cleaning up together as a group, taking turns to wash up 

before snacks and lunch with quiet songs or finger plays, etc. to carry the rest of the groups waiting time. 

4.  Cultural Diversity 

a. The use of toys from other countries, historical games and toys, and musical (homemade or new) activities 

will provide opportunities for children to be exposed to other cultures and learn to appreciate the 

differences. 
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b. Giving the children opportunities to hear songs or stories from other languages along with learning a word 

or phrase appropriate to the culture will help children realize that there are many ways to say the same 

thing, and that, although we are all different, we are also very much alike. 

c. Children will experiment with foods from other cultures in cooking activities and through field trips. 

d. The celebration of holidays for other cultures will help children in discovering cultural variations.  The 

comparison of traditions in holidays that are similar will be incorporated. 

5.  Early Morning - Late Afternoon Activities 

a. Helping prepare morning snacks, sleeping if still tired, crayons and paper, painting, etc. are examples of 

activities to be used the early morning. 

b. Late afternoon activities will consist of: individual learning centers, planning projects for future dates, 

gathering supplies needed for the next day, etc. 

6.  Infant/Toddler 

a. Parents will be contacted as to their child's likes and dislikes at playtime.  The Intake form will be updated 

every six months to indicate the child’s current schedule.   

b. Infants and toddlers will receive individual contact and attention from a staff member.  Bedtimes, feeding 

times and diaper changes will be used as opportunities for language development. 

c. Non-walking children will have several changes of position and location during their waking hours and an 

opportunity for safety and freedom of movement to creep or crawl.   

d. Equipment to play with/manipulate shall be provided as appropriate to the ages.  This equipment shall be 

changed and disinfected frequently. 

e. If the parent agrees, toilet training shall take place when a child shows an interest after the age of 18 

months.  No child shall be forced to toilet train and lapses in toilet training will not be punished. 

7.  School Agers 

a.  School-Age children shall be given opportunities to finish homework, work on areas that they need 

strengthening, and quiet space for reading. 

b. After-School children shall be given a snack upon arrival at the center. 

c. School-Age children, 8 and over, shall be allowed to sign-out of the room and assist in other rooms, play 

in the large-motor room, use the computer, or do homework in an isolated area.   

d. Field Trips are a part of our School Age Program.  Children are expected to participate in the scheduled 

trips if they are in attendance when they are scheduled.   

8.  Equipment 

a. Equipment that meets the needs of the children shall be provided including indoor and outdoor activities. 

b. Equipment shall allow for social development, intellectual development, creative expression, large and 

small muscle development, construction development materials, and manipulative supplies.  

c. Periodic changing of equipment in the classroom shall occur to give the children new stimulation with 

everyday sights. 

d. Toys, equipment, and manipulatives shall be cleaned and sanitized with a bleach solution as needed.  All 

materials shall be kept clean daily by the staff in charge in each room.  Cleaning staff shall clean floors in 

the evenings. 

NUTRITION PROGRAM 

Each food service personnel shall receive orientation and training of at least 4 hours per year in kitchen sanitation, food 

handling and nutrition.  These personnel may not be counted in ratios as childcare personnel unless their entire 

attention is given to the care and supervision of the children. 

    1.  Schedule of Meals 

a. A morning snack and afternoon snack will be provided from a supply kept at the center.  Milk is served 

with the child's lunch provided by Lakeland's Little Learners. 

b. Snacks are served by a designated staff member each day. 

2. Snack Planning 

a. The staff is responsible for planning the snacks in cooperation with the administration.  A copy of weekly 

menus is posted near the front entrance. 

b. Nutritional consultation is provided through the Home Economist University of Wisconsin Extension 

Office or through seminars. 

c. Rules for licensing childcare centers shall also be consulted for review of snacks at staff meetings. 

d. The snack and meal requirements shall contain the components as included in the Child and Adult Care 

Food Program as stated in HFS-46. 

     3.  Meals 
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a. Snacks and meals are served in the classroom at child-sized tales and chairs with staff available to assist 

children. 

b. Meals will be provided by and made at the childcare center, or they may be brought from home. 

c. Children will be encouraged to eat a well-balanced meal and snack and to select food from the proper food 

groups given them.  A copy of weekly menus shall be posted in advance for parents to review near the 

front entrance. 

d. All meals shall consist of components required in the CACFP.  Amounts shall be served according to state 

guidelines.  Foods will be chosen based on what is desirable to the age of the children being served. 

     4.  Special Diets 

a. Allergies of children shall be posted in the kitchen area and discussed at staff meetings so that all staff is 

aware of them. 

b. Children under a doctor's special diet care will have that special diet provided by their parents for the staff 

to serve to them.  This will also be  posted in the kitchen.  Others who require special diets (vegetarian, 

kosher, etc.) for other reasons will also have them provided by their parents for the staff to serve.  These 

children will not be charged for lunches. 

     5.  Flexibility in Scheduling 

a. Children that become unusually hungry late in the day before evening arrival by their parents, will be 

provided a snack. 

b. Children that arrive at the center hungry may have arrangements made for a breakfast to be served to them 

if they arrive early in the day. 

c. Meals and snacks are coordinated with the day's activities.  Example:  Free Choice Time - Morning Snack 

- Curriculum Activities - Lunch - Nap - Free Choice Time - Snack - Prearranged Activities - Departure. 

     6.  Food Source 

a. Purchasing of snack and meal foods is done at a local grocery store and through a reputable food vender. 

b. Storage of food is done in the original container in cupboards and refrigerators on the premises.  Leftovers 

are kept in clean covered containers either in the cupboards or refrigerators. 

     7.  Nutrition Education 

a. Staff shall receive nutrition instruction through workshops and staff meetings/trainings. 

b. Parents and children will receive nutrition information from the staff. 

     8.  Infants/Toddlers 

a.  Milk 

 Formula, breast milk or regular dairy milk shall be provided by the parent and stored in the refrigerator 

at the center.  All bottles should be ready to use and labeled with the name and time of feeding. 

 Nursing mothers may stop in to nurse their child at any time. 

b.  Food Source 

 Parents shall inform the center of their child's eating habits.   

 Babies are held for bottle-feeding unless parents allow the child to hold the bottle him/herself. 

 Baby spoons and cups are provided for the proper size and development level of each child by the 

parent. 

 Bottles and food will be heated in a microwave unless otherwise requested by the parent. 

 Bottles and food will be kept in the refrigerator. 

c.  Solid Foods 

 Children will be encouraged to self-feed with fingers and spoons. 

 When the child desires it, finger food shall be provided by the center.  

d.  Handling and storage of food and milk 

 Milk and food will be stored in the refrigerator. 

 Food will be labeled and dated.  

 Bottles will be rinsed after feeding and sent home with the parent for thorough cleaning. 

 After a feeding, leftover milk and food will be disposed of immediately.  Anything left in jars will be 

stored for the day in the refrigerator. 

e.  Parent Communication 

 Parents shall inform the staff of any individual feeding needs of each child in writing.  A form will be 

provided and updated periodically. 

 This feeding information shall be posted for the staff to be aware of. 

 A new form shall be sent home for updating every 2 months for each child under 2 years of age. 

 A daily record shall be kept to inform parents of their child's milk and food intake. 
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f.  Drinking water shall be offered several times daily and recorded.  If the parents desire water that is boiled, 

they shall provide it in a clearly labeled bottle. 

g.  No child may be forced to eat. 

h.  The infant meal pattern shall contain the components as included in the Child and Adult Care Food 

Program as stated in HFS-46. 

Child Guidance Policy 

1.  Prohibited Punishments 

a. A child shall not be spanked, hit, pinched, shaken, or any other type of corporal punishment used, or given 

verbal abuse that is humiliating to them or their family.   

b. Withholding of naps or food shall not be used. 

c. Binding or tying to restrict movement shall not be used. 

d. Lapses in toilet training are not punishable. 

All children of all ages shall be disciplined with their age and self-differences in mind.  Staff that punishes children 

against the center's policies shall be reprimanded or terminated from employment, depending upon the severity of the 

punishment.  In addition, parents should note that these punishments will not be carried out even at their request.   

2.  Redirection of Children 

a. Staff shall plan activities for the day so as to prevent long waiting periods for the children. 

b. If a child is disruptive, his/her attention shall be redirected to more constructive outlets. 

c. If a child continues to be disruptive to activities or equipment, they shall be talked to about their behavior 

and what a more appropriate behavior might be. 

d. When a child is physically hurting another child, they shall be stopped by taking them away from the 

situation and discussing the behavior, how it came about, and how it can be prevented in the future.  

Attention will be primarily given, however, to the child that has been hurt. 

e. When a child bites another child, the bite shall be washed thoroughly with soap and water and bandaged if 

the wound is open.  The parent shall be notified immediately. 

f. If a child continues to not function well after a long period of time, discussion between parents and staff 

shall occur.  In extreme situations, discussion of termination shall occur.   

3.  Positive Guidance 

a. The staff shall set a good example of proper behavior by adhering to the center's rules and showing respect 

for one another. 

b. Curriculum and activities shall be planned to keep the child occupied in acceptable behavior patterns. 

c. Evaluation of daily planning to provide change of unoccupied time shall occur. 

d. Positive statements to the children shall be given by the staff to encourage good behavior frequently 

throughout the day. 

e. Transitions will be used to encourage proper behavior while waiting in large groups or lines.   

4.  Clear Cut Limits for Children 

a. The staff shall make children aware of rules by discussion with children when the opportunity presents 

itself.  This can be done through stories, games, and examples with pictures. 

b. Rules that involve physical hurting of another child are the most serious.  Rules toward self-esteem and 

rules for safety shall also be covered. 

c. Children shall be made aware of the rules and be given the opportunity to share their ideas on discipline in 

certain appropriate situations so that experimentation with self-imposed limits may occur. 

5.  Development of Self-Esteem, Self-Control, Respect for Rights of Others 

a. Natural tones of voice shall be used by the staff when disciplining a child at all times.  Children will be 

encouraged to express their anger verbally  instead of physically. 

b. Calm, firm, gentle gestures will be used by the staff in directing children. 

c. Staff members will tell a child that her/his behavior is unacceptable and that it should change either 

through their own actions or with the help of the staff. 

d. Activities in which the children may learn to show their feelings without hurting others shall be 

incorporated into the program. 

e. A time-out method (taking the child away from the situation to a quiet place) may be used to calm a 

disruptive child until he/she is able to rejoin the group.  This is used only with children 3 years of age and 

older.  Time-out periods may not exceed 5 minutes. 

6.  Delegation of Discipline 

a. The administration, lead teacher, and teacher's assistant shall handle discipline in that order when the 

situation involves help from a staff person other than the one working directly with the child. 

b. Older children, peers, and volunteers may not be asked to discipline other children. 
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c. Staff orientation, staff meetings, and workshops shall help staff in realizing what types of discipline are 

appropriate for certain behaviors shown by children in their care. 

TRANSPORTATION POLICY 

     The center does not provide transportation to and from care.  When field trips are taken, however, transportation 

may be provided in the following ways: parents and staff who wish to drive and have full-coverage insurance, a current 

driver’s license, and operating seatbelts may drive, busses may be chartered from a local company, or the center owned  

bus used for local transportation on field trips within Wisconsin.  In this case, only staff who have their C.D.L. will be 

allowed to drive.  Attendance shall be taken before leaving and upon arrival for each trip.  The driver shall survey the 

bus after children depart to be certain that there are no children left on the bus or in the vehicles.  When vehicles are 

used, the teacher in charge is responsible for seeing that children are securely fastened in car seats and/or seatbelts.   

 

EMERGENCY AND EVACUATION  

     In case of a tornado, either after being notified by authorities or hearing the siren, the staff and children shall take 

safety in the basement of the center.  The 2.5, 2.75, 4K1/SA2, 4K2/SA1 will use the School Age Basement and 

everyone else will use the Office Basement.  Teachers shall gather the children at the doorway and take attendance as 

quickly as possible after sweeping the room to be sure children are not missed.  Teachers shall then guide the children 

from the room to the basement and find a spot for their class to sit and take attendance.   

     In case of a fire, the children and staff will quickly and orderly proceed to exit the building through the nearest exit 

available.  Each room has an exit, and unless blocked by fire, this would be the exit primarily used.  Make yourself 

aware of every room’s evacuation plan and emergency exits as well as the locations of the fire extinguishers and 

flashlights.  When the exit is blocked by fire, the children will be exited through the large motor room in the center of 

the building and then to the nearest exit.  All staff and children in the 1, 1.25, 1.5, and 2.5 shall meet behind the Infant 

and Toddler playground fence and 2.75, 4K1/SA2, 4K2/SA1 behind the preschool fence.  Evacuation cribs shall be 

used to help expedite matters in the Infant and youngest Toddler rooms.  All other children and staff shall meet out 

towards Commerce Court, just to the west of our driveway entrance behind the trash enclosure.  The staff person 

locating the fire shall be responsible for pulling the alarm at the pull-station nearest them.  Fire extinguishers may be 

used only after children have exited the building and when the staff present feels that the fire is small enough to 

warrant this and not interfere with his or her safety.  The security alarm should also be pushed by an extra adult who is 

not attending to children if at all possible.  If Administration is present, they are responsible for calling 911, if not, 

another adult should call on their cell phone as soon as children are safe.  Administration or in their absence, one staff 

member shall then go from teacher to teacher to determine if all staff and children are accounted for.     

     Staff shall gather all children in their room near the exit unless the fire is in your room and exit as a group after you 

have checked to see that you have all of your children.  If the fire is in your room, you will open the door and send the 

children out onto the playground as quickly and as orderly as possible.  The staff person should sweep the room, 

calling out for any possible children, looking under and above everything, and in the bathroom, making sure no one is 

left in the room.  The staff person should then compare the children in line to the clipboard as quickly as possible and 

proceed to exit.  If there are 2 staff people in the room, the first staff person shall lead the group with his/her eyes and 

body positioned to see where they are walking but also to see the children and the second staff person shall bring up 

the rear of the line.  If there is only one teacher, the staff person shall be at the front of the line with his/her eyes on the 

children but minding where they are going.  Once you get to your designated meeting spot, you should go over your 

attendance once again using the clipboard, matching children to the names on the clipboard.  Administration and any 

extra staff members in the building shall help all children exit the building, starting with the younger rooms first, 

checking under and above lofts, bathrooms, etc. and then return to the building, if you will not put yourself in harms’ 

way to help with sweeping the rooms.  Staff are responsible for sweeping the rooms, but when other adults are in the 

building, they shall double check each room.  When there are at least 2 administration or extra staff available, they will 

split the building, having one staff person head to the 4K3, 1.75, 3-4K, 3’S, 1.5 and 1.25 rooms in that order and the 

other staff member go from the 2.5 to the 4K1/SA2, 4K2/SA1, 2.75 and the 1 room.  The 2 staff shall then meet back 

in the large group room to confirm that the building is empty and then proceed outside to join the rest of the group.  If 

there is only one extra adult, they will start in 4K3 and circulate the building as listed above, ending in the 1 room.     

     Staff are responsible for maintaining a current list of the children in their care at all times.  In case of a missing 

child, administration shall be notified immediately if present and the administration shall make a thorough search of 

the building and premises.  If they are not present, the children shall be left with one adult in a corner of the room 

while the other staff person does the search of the building and premises.  If the child is not located within a short 

period of time, the local authority (Elkhorn P.D.) shall be contacted immediately as well as the child's parents.  Most 

classroom doors open to a fenced in playground and all younger children use these doors to exit.  All outside gates to 

the playground shall be clipped shut.  All visitors must check in and out at the reception area and an alarm will be 

available to notify the police immediately if the staff feels that a child or staff member is in danger. 
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     If the center is forced to close for emergencies such as no heat, water, electricity, or for plumbing problems, parents 

or emergency contacts shall be notified immediately.  If the building needs to be evacuated, children will go with their 

teacher to either WCGC or Salon 67 across the street.  All children will walk hand in hand with any special needs 

children walking directly with a staff person in hand or with the staff person pushing them in a wheel chair if 

applicable.  In the case of a disabled staff person, an office staff person will assist that staff person. 

     If the building temperature cannot be maintained as stated in the state code book, parents will be notified and asked 

to pick up their children.  In case of an emergency there shall be a second staff person available within 5 minutes when 

there is only one staff member on duty.  A vehicle is also available for emergencies at all times as well as a phone 

capable of calling 911.  Emergency lighting is provided on the exit signs and every room has a flashlight available for 

such emergencies.  
 

CONTINUING EDUCATION  

1.  Our center staff who works with the children will complete continuing education hours yearly.  As explained in s. 

HFS 46.05(2)(b) 5 the types of training may be obtained through: 

a. Formal courses resulting in credits or continuing education units.  

b. Workshops, conferences, seminars, lectures, correspondence courses and home study courses.   

c. Documented observation time in other early childhood programs. 

d. The continuing education hours will be recorded in the office in the continuing education folders. 

2.  Staff meetings dealing with non-programmatic areas of business, such as: fee collection, staff schedules, grievance 

and personnel matters, and may not be counted as training.  Staff meetings shall be held monthly. 

3.  Suggested areas for training are listed as follows.  Each one will be handled as the administration sees is necessary 

or another staff person requests.  (s.HFS 46.05(2)(c)(6)) 

Parent-Teacher Relationships, Parent Involvement, Child Growth & Development, Discipline, Organizing Free Play, 

Outdoor Play/Field Trips, Planning the Daily Schedule/Curriculum, Learning Disabilities, Educational Models, 

Homemade Equipment,  Reading to Children, Nap Time-A Staff Resource, Goal Setting, Sex Role Stereotyping, 

Recognizing Signs of Communicable Illnesses in Children, Review of "Rules for Day Care Centers for Young 

Children", Curriculum for Infants & Toddlers, The Teacher, Program Evaluation, Developing Self-Image, 

Music/Art/Creative Dramatics, Math, Woodworking, Water Play, Blocks, Dramatic Play, Reading Readiness, 

Language Development, Cooking Experiences/Nutrition, Science, Large Muscle Activities, Observing and Recording, 

Developing Listening Skills, Children's Behaviors, How to Introduce and/or Use Rhythm Instruments, CPR & First 

Aid, Supervision of Staff, Administrative Aspects of Child Care,  Respecting and Accommodating Children and Staff 

of all Cultures, SIDS 

ORIENTATION OF NEW STAFF AND VOLUNTEERS 

     Each new employee or volunteer shall be given an orientation in the following within the first week of employment 

at the center. 

1.  Introduction of the Wisconsin Administrative Code (DCF 251); staff and volunteers are required to read the code 

and its appendices in their entirety. 

2.  A review of Operating Policies for Lakeland’s Little Learners. 

3.  A review of a written job description including expectation for specific job responsibilities and confidentiality of all 

information connected to the children, families, and staff of Lakeland's Little Learners. 

4.  Training in emergency procedures including Infant-Tot CPR and First Aid shall be given to all employees.  

Knowledge of location and operation of fire extinguishers.  Knowledge of emergency evacuation procedures including 

tornadoes, emergency procedures to be followed in bringing a child to emergency medical care, routine procedures for 

treatment of minor injuries, first aid measures for serious accidents, and planned source of emergency medical care. 
5.  Training in Recognition of Illness of the Child 

-Symptoms of common communicable diseases & Symptoms of non-communicable illnesses. 
6.  Schedule of Activities  

-Daily/weekly schedule, Meal schedules, Field Trips. 
For children under 2 1/2, certain techniques for obtaining updated information on infant/toddler schedule changes from parent. 

7.  Child Abuse and Neglect Laws - Orientation material available on department provided resource sheet.  Staff shall 

be trained in Shaken Baby Syndrome before starting in the room. 

8.  Become aware of and know how to use: 

Medical Log/Medication and Accident Sheets, Log for fire drills and tornado drills, Feeding instructions for 

infants, Diapering and toileting procedures, Lists of parent suggestions for feeding, activities, etc. in Infant 

Room, Allergy lists, Children's files, Attendance sheets and how to use them to keep track of the children 

they are responsible for at all times, as well as how to record absences.   

9.  Staff must become aware of the regulations on Bloodborne Pathogens, which include the following: 
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 Hand Washing - Glove usage - Cleaning with a disinfectant.  A basic bleach solution of 1/4 cup of bleach in 1 

gallon of water is used. - Proper disposal of infectious materials. - Hepatitis B Vaccination - Employees shall be 

responsible for attending training given on Blood borne - Pathogens. 

10.  Special Needs Children: 

     Since it is the center's policy to welcome children with special needs, it is the staff person's responsibility to work 

closely with the parents and child's other teachers, if appropriate, in setting up programming appropriate for that child.  

The center will pay for schooling for that child's lead teacher on An Inclusive Classroom if the training is necessary.  

The parent shall be responsible for providing the center with the most recent I.E.P. for their child and as much 

information as possible to help the teacher and child acclimate to the best ability. 

11.  All perspective employees shall complete a Job Application.  An Orientation Packet shall be completed with the 

Administration before a staff person starts a job at Lakeland's Little Learners.  All forms must be returned prior to the 

employee's starting day with the exception of the physical.  30 days are granted for this form.  This packet includes: 

-Day Care Staff Record  -A Notarized Background Character Verification Form 

-W-4 Form   -Employment Eligibility Verification Form 

-Health Form and TB Test -Signed Job Description 

-Employee Contract  -Registry Form 

-Infectious Disease Agreement -Orientation Checklist 

Lakeland’s Little Learners Lost Child Operating Procedure 

Any report of a lost/missing student coming to the attention of our school staff must be considered serious.  A student 

may arrive and be placed in our care at the center, but be missing later in the day.  The younger the child, the more 

involved school personnel may become.  The following guidelines should be followed should any such unfortunate 

incident happen, to ensure both a speedy and well organized recovery effort.   

Standard Operating Procedure, Lost Student 

Incident Leader/Administration: 

1. Determine identity of student missing. 

2. Check time clock to see if the child has been checked out, if so, and the teacher was unaware of the child 

leaving, call parent to verify who picked up. 

3. Announce via intercom code or in person for missing student. 

4. Suspend normal center activity to facilitate a proper and accurate muster of all students within each room and 

search entire center (an extra teacher from a room may be used to help facilitate the search). 

5. Send one administration staff person outside to check the perimeter of the building. 

6. Call parents to inform them of situation and to check to be sure someone has not already picked the child up 

unannounced. 

7. Call Elkhorn Police Department to report the incident. 

8. Fill out incident report. 

-Name of missing student  -When and where the student was last seen 

- Gender, Age, Date of Birth -Hair and eye color, race 

-Height, weight   -Complexion 

-Distinguishing marks (if any) -Clothing description   -Photo, if available 

Update parent/guardian of situation and assure him/her of continued efforts.  Provide parent/guardian with telephone 

numbers of Law Enforcement Agency if desired.  Once the child is located, inform family and make arrangement to 

get child back with the appropriate teacher and/or parent as appropriate.  Ensure thorough debrief with entire staff, to 

focus on why the student went missing and what, if anything, needs to be corrected to ensure similar situations do not 

occur in the future. 

Lead Teachers Duties: 

1. Immediately muster all students you are assigned for accountability, report results to the Administration. 

2. Make every effort to assist in locating child, i.e.:  search your room, bathroom, outside your windows, etc.  If 

you are able to gather your children in the circle area of your room and safely leave one teacher in charge of 

that group, you may help the Administration search the building for a few minutes.   

3. After the emergency is over, find/discuss solutions to ensure similar situation is not likely to be repeated. 

Assistant Teachers Duties: 

1. Report immediately to Administration if you discover the child missing. 

2. Gather all pertinent information in regard to missing student. 

3. When directed, perform thorough search of facility and grounds for missing student.  
Missing Child on Field Trips:     Follow the above procedures as they pertain to the situation.  In addition, when appropriate 

notify the facility you are visiting and ask for a total lockdown of the facility.  Use the cell phone to notify the Administration back 

at the center and keep informed throughout the emergency.   
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IMPORTANT  TELEPHONE  NUMBERS 

Elkhorn Police Department   262 723-2210 /911 

Walworth County Sheriff’s Department  262 741-4400 /911 

Aurora Lakeland Medical Center  262 741-2000 

Human Services    262 741-3200 

National Center for Missing Children  800 843-5678 

Elkhorn Area Fire Department                           262 723-2277 /911 

Poison Control     800 222-1222 

 

These numbers are also posted in each classroom next to the phones. 


