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We would like to take this opportunity to welcome you and your family to the Shelby 
Public Schools Early Childhood Program!  Our Parent Handbook is designed to 
provide you with information about our Early Childhood Programs and the important 
role you play in your child’s pre-school experience.  

We look forward to working in partnership with you in order to provide your child 
a safe, nurturing and wonderful learning experience.  The program is a partnership 
between the staff at your Early Childhood Center and you as the parent or guardian 
of the children we serve.  We are excited to be able to work with you and your child in 
preparing him/her to succeed beyond our program.  We believe that you are your 
child’s most important teacher.    Working together we will help your child become 
ready to succeed in Kindergarten and beyond! 

The following are six very important things that every parent or guardian should do to 
help prepare your child for preschool and success in Kindergarten.  By doing these 
six items, your child will be successful in school! 

 Have your child attend class every day he/she feels well. 
 Make sure your child gets to bed early on nights before class. 
 Read with your child every day! 
 Turn off the television, computer, and phone and spend 1:1 time with your 

child doing activities, playing games, being outside, etc. 
 Be positive.  Speak to your child with encouraging tones and words.  Build 

your child’s self-confidence and self-esteem. 
 Participate in center activities such as parent-teacher conferences, parenting 

classes, literacy events, parent meetings, etc. 
 

Sincerely, 

Shelby Early Childhood Staff 
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Shelby Early Childhood Mission/Philosophy 

Mission Statement:  The Early Childhood Center prepares young children for success socially, 
emotionally, physically, and intellectually by partnering with families and serving as a gateway to 
seamless community-based and educational services. 

Philosophy:  The Early Childhood Center promotes each child’s readiness for success in school 
and in life by valuing these core principles: 

 Research confirms that a child’s lifelong foundation for learning is established during the first 
five years of life 
 

 A child’s primary influence and most important teacher is the family unit living in the child’s 
home 
 

o Raising a child is an awesome responsibility which requires hard work, dedication, and 
nurturing 

o Supporting families is a critical element to promoting healthy early childhood 
development 
 

 Children are unique individuals; each child’s growth and development must be supported in a 
manner that his/her full potential can be achieved   
 

 High-quality, comprehensive early childhood development services are vital to preparing all 
children for school readiness and success in life 
 

 A child’s early education learning environment – both at home and within a classroom – should 
provide a rich array of group and individual activities that foster positive physical, mental, 
cognitive, emotional, and social development 

 

Shelby Public School District Mission Statement:  To provide a safe environment to engage, 
encourage, and prepare all students to think critically and excel at lifelong learning. 

Shelby Public Schools Belief Statements: 

 Engaging all students in the learning process 
 Striving for excellence in all our work as staff, students, family and community 
 Embracing our diversity and showing respect for each other 
 Taking pride in a strong work ethic 
 Promoting a safe and nurturing learning environment 
 The importance of being a responsible citizen 
 Becoming innovative problem solvers to be competitive in a global environment 
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Admission Policy 
Head Start is a federally-funded program that offers services to children ages 
three and four years.  The federal government provides income guidelines 
annually; families within these guidelines have priority.  Four-year old children 
receive a higher preference for admittance versus three-year old children.  In 
addition Children with birthdates on or before September 1 will receive priority.  
Great Start Readiness children must be four years old by the state’s kindergarten 
enrollment eligibility date.  Children must not be denied enrollment or excluded 
from GSRP programming based on challenging behavior, developmental delays 
or identified disabilities (e.g., toileting needs, speech, motor function, offressive 
behaviors, and cognitive delays.)  Selection and placement of children in 
classrooms follows the program enrollment procedures. The following items are 
needed to process your child’s application: 

 Preschool application 
 Copy of income verification 
 Transportation form 
 Child’s Emergency Information form 
 Child’s birth certificate 
 Copy of child’s up-to-date shot record (immunizations) 
 Health Appraisal (Green Physical Form) complete with all tests and 

measurements (within 30 days of enrollment) 
 Copy of Medicaid or Insurance Card 
 Dental Screening (within 45 days of enrollment, any required follow-up in a 

timely manner) 
 Program Requirements/Partnership Signed 
 Allergy/Medical Condition Forms and any applicable medication must be in place 

before child can attend 
 Nutrition survey/health history 
 Family Goals Partnership Agreement  

 
Advisory Committee and Use of Data (GSRP Specific Information) 
Each center has a GSRP advisory committee in place which meets at least two times per 
year.  The committee consists of classroom staff, supervisors, parents, and 
specialists/stakeholders.  The committee reviews local operations, including 
recruitment/enrollment, classroom PQA and child outcome data, and other issues 
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important to parents.  The committee allows parents to be part of the decision-making 
process governing your local center.  All parents are encouraged and welcome to attend 
these meetings. 
Centers also have a data advisory committee which meets at least three times per year. 
 All parents are encouraged and welcome to attend these meetings as well.  The data 
committee analyzes program and child outcome data, sets goals, monitors progress 
toward goals, and reports to the GSRP Advisory Committee and other school district 
personnel. 

Allergies/Asthma/Medication Conditions 
 Allergies and/or asthma must be identified by parent/guardian and verified by 

primary health care provider on the health appraisal form.  A copy of the allergy 
substitution form available in the school office must be completed as well and 
signed by the child’s physician. Food allergies and substitutions will be handled 
according to the nutrition policy and procedures. Please refer to those 
documents for instructions. 

 A copy of the Allergy/Substitution form will be posted in a confidential manner 
readily available in the classroom. 

 Any medical condition must also be identified by the parent and verified by a 
primary health care provider.  If medication is needed during class time, please 
refer to the procedure for dispensing medication. 

 
Attendance Policy 
Regular attendance at school is important for your child.  If it is necessary for your child 
to be absent, please notify the office or classroom staff in the morning of the absence 
to explain the reason and when you expect the child to return to school.  (If you do 
not have a phone, please send a message to the staff.)  We are required to 
document absences in order to comply with regulations.  If the center does not 
hear from you, you will receive a call, visit or note asking about your child’s 
absences.   Eight (8) consecutive unexcused absences in Head Start classrooms 
and an unwillingness of the family to change may result in termination from 
the program.  A doctor’s not may be required for excessive absences. 
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Importance of Regular Attendance 
It is important for your child to attend class every day!  Attending preschool every day 
your child is not ill is very important for your child to be ready to succeed in 
Kindergarten.  Studies show that children who attend preschool regularly are much 
better prepared to enter Kindergarten with the skills they need to be successful as 
compared to children who miss school often.  
Here are some tips to make sure your child is ready to come to school every day: 

• Make sure your child has a predictable daily routine, including the same routine 
for bedtime and waking up in the morning. 

• Have your child get a good night’s rest to make sure he/she has enough energy 
to participate in classroom activities.  A good night’s sleep is really important! 

• Talk to your child often about what he or she likes about going to preschool.  
Help him or her be EXCITED about school!   

• As an adult, make a personal commitment to have your child attend preschool 
on time every day.  By doing so, you will be helping your child succeed not only 
in preschool but in Kindergarten and beyond! 

 
Tardiness Policy 
Tardiness is defined as late drop off/pick up 15 minutes or greater from start or end of 
scheduled class time.  When dropping off or picking up child please be aware that you 
may be required to sign your child in/out in the office as well as the classroom.  For 
families whose children are tardy more than eight times in a semester for unexcused 
reasons, the matter shall be referred to the center coordinator for consideration that 
the child be dropped from the program and be considered an enrollment vacancy. 
 
Bullying 
All children deserve a safe and nurturing learning environment.  ‘Bullying’ is in no way to 
be tolerated in any early childhood classroom or outside activity.  Bullying can take 
many forms – physical, verbal psychological, or a combination of any of the three.  If you 
think you observe any form of bullying, please report your concerns to classroom staff 
or to the Early Childhood Center Coordinator.  The school district has a formal policy 
which outlines how an investigation takes place into such reports. 
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Calendar At-A-Glance 
Late Aug., Early Sept. Home Visits 
Sept. 6: Start of K-12 school year 
Sept. 7: Head Start First Day of School 
Sept. 12: GSRP First Day of School 
Nov. 23-25: Thanksgiving Break 
Dec. 22-Jan 2: Christmas Break 
March 24-March 31: Spring Break 
May 25: Last day of GSRP 
May 29: Memorial Day 
June 7: Last day of Head Start  
 Some dates are subject to change. 
 
Child’s Emergency Information Card 
Parents are responsible for updating the child information card whenever there is a 
change in phone numbers, addresses, emergency contacts, etc… This is one of the most 
important documents we have about your child.  Be sure to keep this information 
current. 
 
Child Protection Policy 
All staff and volunteers are screened and have signed a statement that they understand 
abuse and neglect of children is against the law. They have also read and understand 
our center’s policies on child abuse and neglect; and understand that caregivers are 
mandated by law to report suspected abuse and neglect of children.  If there is 
reasonable cause to suspect child abuse or neglect – it must be reported immediately 
(855) 444-3911.  All early childhood classrooms are licensed by the State of Michigan 
and follow licensing rules and regulations.    
    
Communication 
Good communication is an essential part of your child’s school experience.  Ongoing 
communication is one way parents and teachers can partner in children’s development. 
We look forward to hearing from you. 
 

• Stay informed: Read your classroom newsletters, calendars, invites to events, 
and notes home  
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• Every classroom has information available to keep families informed of resources 
and opportunities in the classroom and in the community   

• You will be invited to volunteer in the classroom, parent meetings, family fun 
nights, field trips, program governance meetings, trainings, and many other 
opportunities to be informed and involved 

• Home visits and fall & spring conferences are an essential part of communication 
about your child, your family needs, and for program updates  

• You will have several opportunities to voice your opinion or concerns through 
surveys 

 
Conferences 
Conferences are an opportunity for teachers and parents to come together to discuss 
children’s growth, progress, accomplishments and experiences at home and school.   
 
Scheduled conferences are held twice a year, once in the Fall and once in the Spring.  
Your child’s teacher will call to make an appointment with you. 
Teachers are always available to schedule a time to conference with families both 
formally and informally as needed.   
 
Confidentiality 
This program will not disclose information regarding your child except as required by 
law or when there is a threat to the health and safety of the individuals and families we 
serve. 
 
Privacy and confidentiality of children and families in our program is of upmost concern. 
Parents should refrain from posting pictures of children other than their own on social 
media sites (such as Facebook and Twitter) without the permission from the child's 
parent or legal guardian. It is imperative that no child's name be mentioned on sites 
such as these without permission from the child's parent. 
 
Cultural Diversity  
Cultural diversity is reflected in all children’s program classroom activities: language, 
food, celebrations, equipment and materials. Parents and community members are 
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encouraged to share their cultures and backgrounds.  Please feel free to share your 
traditions with staff. 
 
Curriculum Approach 
The Connect 4 Learning curriculum will be used in all pre-school classrooms.  This research-
based and classroom-tested foundation in mathematics, science, literacy, and social-emotional, 
Connect4Learning (C4L) weaves together all four domains to ensure that each subject is 
addressed meaningfully and comprehensively with each child. 
 
C4L features six curriculum units and 10 learning centers that are focused on supporting 
children’s development of ten comprehensive cognitive processes: Communicating & 
Representative; Cooperating; Comparing & Classifying; Creating, Imagining & Innovating; Asking 
Questions & Seeking New Information; Observing; Persisting, Attending, & Self-Regulation; 
Reasoning & Problem Solving; Making Sense;  and Using Tools Strategically. 
 
Parents are encouraged to review the curriculum with their classroom 
facilitator/teacher and provide input. 
 
Teaching Strategies Gold, a comprehensive child assessment tool, is utilized to measure 
child outcomes and growth in learning.  Teachers individualize their plans to meet the 
needs of each child in their classroom. 
 
Classroom Assessment Scoring System (CLASS), a high quality program assessment tool, 
is utilized to measure program growth. 
 
Custody Agreements 
When a family has a court order or agreement about custody and/or visitation, parents 
or legal guardians must provide documentation of such to the office or family advocate.  
These documents will be adhered to by the Shelby Early Childhood Center. 
Without legal documentation, the Shelby Early Childhood Center cannot restrict the 
ability of either parent to observe, volunteer, or visit in the classroom or to receive 
information about his/her enrolled child. 
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Daily Schedules  
Hours of Operation: Monday through Thursday, GSRP All Day (7:40 a.m.-2:40 p.m.), 
Head Start All Day Monday through Thursday (7:40 a.m.-2:55 p.m.) 
 

All Day Sample Schedule 
Arrival – Greeting-Breakfast 
Circle Time/Large Group 
Center Choice Time/Small Group 
Clean Up 
Lunch/Teeth Brushing 
Outdoor/Large Motor 
Rest Time 
Choice/Large & Small Group 
Snack 
Dismissal 

Daily Schedule Definitions: 

Arrival/Greeting Time- For the safety of all children, the Early Childhood Center entrance doors will be 
locked for the majority of the school day.   Visitors will be required to use the buzzer system to request 
entry into the building.  When entering the building, all visitors will be required to check in at the office 
and receive a visitor’s pass.  Children need to arrive on time to class in order to fully benefit from the 
program which includes a nutritious meal – breakfast/lunch for morning classes and lunch/snack for 
afternoon classes.  If there are circumstances that make arriving on time difficult, please contact your 
child’s teacher or Family Advocate as soon as possible – together you may be able to find a solution. 

Large Group Time/Music and Movement- Adults and children participate in activities planned around 
children’s interests and developmental levels.  These activities may include music and movement, stories, 
cooperative play and projects, and events meaningful to children.  

Planning Time- Children indicate their plans to adults where people and materials are visible. Adults use a 
range of strategies to support children’s planning (e.g. props, area signs, tape recorders, singing, planning 
individually, or in pairs or small groups). 

Choice Time- Children have at least one hour of uninterrupted time to make choices and carry out their 
intentions. During this time, adults participate as partners in child-initiated play and encourage children’s 
problem solving both with materials and during times of social conflict. 

Cleanup Time- Children and adults cooperate to put away materials. Children make many choices during 
clean up. Adults accept children’s level of involvement and skill while supporting their learning. 



12 

 

Recall Time- Children have time to reflect on the Choice Time activities and share those with other 
children and adults.  Teachers use a variety of strategies to support children’s review of their daily 
activities. 

Small Group Time- Children work with a teacher and a small group of children.  Teachers plan activities 
based on children’s interests, needs and development.  Children explore, play, work with materials, and 
talk about what they are doing.  Children use the materials in their own way. 

Outside Time- Children have many choices about how they play in the outdoor learning environment, 
much as they do during Work Time indoors. Adults supervise children for safety and also join in their 
active outdoor play, supporting their initiatives and problem solving. 

Bathroom/Wash Hands/Prepare for Lunch – Children help with preparation and set up. Children choose 
where they would like to sit and are encouraged to serve themselves. 

Meal/Snack Times- Family-Style meals support children doing things for themselves as much as possible. 
Children choose whether to eat, what to eat, and how much to eat. Adults eat and have meaningful 
conversations with the children.  After eating children are encouraged to clean their own space including 
caring for trash, wiping of tables, and pushing in their chairs. 

Quiet/Rest Time (minimum of 45 minutes, not to exceed 1 hour)- Resting is a time for sleeping or quiet 
play. Rest Time plans are individualized to meet the needs of each child. Quiet activities are provided for 
children who do not fall asleep. 

Developmental Screening and Assessment 
We utilize the Ages & Stages Questionnaire and the Ages & Stages Social Emotional 
Questionnaires.  The developmental screening tools assess children’s skills in different 
developmental areas.  Each child is screened once a year to monitor progress.  If 
concerns are noted, teachers will refer children for further diagnostics though special 
education.  Parents are notified for referrals for special education evaluation, and signed 
parental consent is required.  
 
A comprehensive child assessment tool, Teaching Strategies Gold, also is utilized to 
measure child outcomes growth and learning. Assessments on children are conducted 
through observations and anecdotal notes and are submitted three times annually.  
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Discipline 

Conscious Discipline is a research-based program 
that helps adults stay calm enough to see 
misbehavior and upset as a signal to teach instead 
of punish.  It is built on safety, connection and 
problem solving.   
Conscious Discipline uses a simple brain model to help us understand children’s 
behavior in order to apply effective solutions.   
Connection increases cooperation and is essential for healthy relationships.  More 
connection means fewer power struggles and upsets.  You will see Conscious Discipline 
at work in your child’s classroom.  There will also be many opportunities for you, as a 
caregiver, to learn the seven skills of discipline as outlined by Conscious Discipline.   
 
You can help teach your child appropriate ways to solve his/her own problems by 
modeling how you solve your problems.  Discipline is not punishment.  To do this, the 
following guidelines will be utilized: 
Consistent limits will be set, appropriate to the preschooler’s development 

• We will analyze the situation and redirect inappropriate behavior   
• We will tell children what to do rather than what not to do 
• We will give children a choice whenever possible 
• We will set rules for safety and health reasons 
• We will strive to be fair in all situations 
• We will not exclude a child from outdoor play or other gross motor activities 
• We will not exclude a child from learning activities 
• We will help facilitate and encourage children to resolve conflicts for themselves 
• We will step in and take control of any situation where other children or adults are 

being hurt, when children are hurting themselves, or when property is being destroyed 
 
Physical punishment is not used as a form of discipline in our program. We always 
encourage a good, positive self-image. Physical punishment does not encourage a good 
self-concept.  Regular communication between parents and staff is encouraged. Parents 
will be contacted if their child’s behavior is causing concern. Parents’ concerns are 
welcomed and will be addressed by the teaching staff, coordinators, or relevant others. 
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Dress & Shoes 
Comfortable, washable play clothes work best.  Please label your child’s coats, jackets, 
snow pants, mittens, hats, boots and backpack with their name. Please help us teach 
your child to put on, take off and hang up their belongings. Accidents happen at school, 
sending an extra set of clothes in your child’s back pack to leave at school allows them 
to be comfortable in their own clothes.  Comfortable shoes that they can run and play 
in work best, accidents happen in high heels, open backed shoes, and flip flops.  In 
winter, outdoor play occurs.  Please remember to dress your child accordingly.  
 
Drug-free Zone and No Smoking/Vaping Policy 
The facility and outdoor grounds are public school property and the drug free zone 
applies.  This includes drug, alcohol, and all tobacco products including vaping.  No 
smoking/vaping is permitted in the presence of children at school or on field trips.  No 
smoking/vaping is permitted within 50 feet of the school bus.    
 
Emergency Procedures 
The Early Childhood Center has emergency procedure plans in place in the event that an 
emergency should occur while your child is at school. 
 
Evacuation Procedures 
In the event of a fire or tornado, staff will follow written instructions posted in every 
classroom including the ECC gym describing the emergency evacuation routes and 
procedures to follow to ensure children arrive at the designated spot safely.  In order to 
prepare children for the unlikely event of an evacuation, the school conducts periodic 
fire drills, lock down drills and tornado drills according to state law. 
Should there be a need to evacuate the building due to fire, weather conditions, loss of 
power or water to the school or man-made or other natural disasters, our emergency 
destination is located at Shelby Middle School located at 525 N. State Street, 231-861-
4521.  In this case, you will be contacted and notified by staff or Powerschool 
announcements to pick up your child at Shelby Middle School.  If parents cannot be 
reached, the person listed on your emergency card will be called. 
 
Children with special needs (physical, developmental, mental, sensory limitations) will 
be assisted and supported by staff members in case of an emergency.  Staff will carry 
medical emergency packs for children who require emergency medication.  If a student 
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requires special medical equipment that requires electricity, and power is lost, the 
child’s parent or emergency contact will be notified immediately. 
 
Accident/Injury/Incident Procedure/Notification Plan 
In the unlikely event of an environmental threat, manmade threat or an intruder or 
unauthorized person entering the building, a building “lock down” will occur.  The 
classrooms will be secured and 911 will be called if necessary.  Classrooms will remain in 
position until an ALL CLEAR or additional instructions are announced. 
 
There is always a staff member present that has received training in First Aid and CPR.  
In the case of a minor accident/injury, staff will administer basic first aid and TLC.  The 
parent/guardian will be notified by phone, email, text or a note home.  If the 
injury/illness would be more serious, first aid will be administered and the parents will 
be contacted immediately to assist in deciding an appropriate course of action.  If any 
injury/illness is life threatening, the EMS team will be contacted, parents will be 
notified, and a staff member will accompany the child to the hospital with all available 
health records. Staff will fill out an accident/injury report as soon as possible. 
Parents MUST inform the center staff of any health or safety needs of the child that the 
program may be required to address.  If your child has had an injury or illness that may 
prevent activity, please call the center. 
 
 
Family and Community Involvement 
We welcome families to be involved in our programs.  This can be done by attending 
field trips, donating items for the curriculum, volunteering for class projects, 
participating in family activities, and attending parent meetings.  Parent meetings will be 
scheduled throughout the year and will include discussions about program design, 
program policies, curriculum, program goals, family activities, etc.  We encourage 
families to share their ideas and availability with their classroom teacher.  Please call the 
office if you would like to get involved. 
 
We recognize that parents are children’s first and most important teachers.  Your 
participation in parent education activities is expected to build strong connections 
between home and school.  Your involvement is essential and valued. 
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Fee Policy 
Head Start, Great Start Readiness Program and the Shelby ECC Playgroups are free 
programs (no fee is charged).  A sliding scale may apply to Great Start Readiness for over 
income families.  The sliding scale will be based on family income. GSRP Families will be 
notified of any tuition required at the time of child placement.  
 
Field Trips 
Individual classrooms will plan their own field trips.  They may or may 
not include busing.  Not every classroom will go on the same trip.  
Trips will expand what children are doing in their classrooms, highlight 
a specific experience, or relate to their own interests, needs, or 
diversity.   Written permission for any transportation not considered 
routine must be obtained prior to each trip. 
 
Head Lice Policy 
Head lice are not a sign of uncleanliness and it is not a disgrace.  Head lice can be very 
irritating and cause much discomfort for the person who has it.  Please notify your 
classroom staff of any infestations to keep lice from spreading to other children. 
 
The policy for controlling head lice shall be: 

1. Parents need to contact the center immediately if they find their child has head 
lice.  Parents are requested to check their child’s head regularly. 

2. Those children found to have an active infestation of head lice will be sent home 
with instructions for treatment.  Active infestations can be defined as the 
presence of live lice or nits found within ¼” of the scalp.  Immediate treatment at 
home is advised. 

3. The student will be readmitted to school after treatment and examination.  If, 
upon examination, the school personnel find no active infestations on the child, 
the child may reenter the school. 

4. Siblings and close playmates of infested children should also be checked. 
5. If head lice occur in the center, all efforts will be made to keep belongings 

separate. 
6. Routine head checks will be done in the center at least monthly. 
7. Information on steps for cleaning at home is available from the staff.  
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Health and Dental Policy 
 
Health Appraisal Form (green form):  Every child must have a physical examination each 
year that follows the state guidelines, which is all of the tests, measurements and 
immunization dates listed on the back of the green Health Appraisal form.   
Current physicals are due within 30 days after your child’s first day of school.  When 
physicals expire you have thirty days after the expiration date to get the new physical 
turned in to the center.  Call your doctor’s office early and make an appointment to get 
your child in for his/her physical.  Failure to complete the physical and turn in the 
required paperwork will result in your child not being allowed to attend class and they 
will be returned to the wait list.   
 

Dental Exams & Dental Follow-up:  Head Start requires dental exams to be completed 
within 45 days; any and all follow up work must be completed in a timely manner.  Head 
Start must follow the EPDST guidelines for Michigan, which recommends a dental 
exam/cleaning every 6 months.   
If you need assistance in obtaining a physical examination, dental examination, 
immunizations, blood work, assistance with health coverage, transportation to 
appointments, please speak with the Shelby Early Childhood Center staff.  Your child is 
important to us and we want to help you keep him/her in school and healthy! 
 

Importance of Physical and Dental Health  

Good physical and dental health is the key to your child’s overall well-being and a 
foundation for your child’s school readiness. 

 
Children who receive timely, appropriate health and nutrition support: 

• Experience fewer developmental delays and chronic illnesses 
• Have higher attendance rates that lead to school success 
• Receive appropriate support to engage in learning activities 
• Learn skills to build a healthy lifestyle decreasing the chance of future illness 

 
Tooth decay is the most common childhood disease. It is caused by bacteria that can be 
shared from person to person. Brushing twice daily with fluoride toothpaste is one of 
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the most effective ways to prevent tooth decay and promote good oral health. Effective 
oral health practices vary depending on the developmental skills of each child.  
 
When children have a healthy mouth: 

• They can speak more clearly  
• Eat healthy foods  
• Feel good about themselves 
• Can better focus and learn 
• Have a pain-free mouth 

 
Health Care Plan 
The importance of the Shelby ECC health plan is to communicate that good physical 
and dental health is the key to a child’s overall well-being and the foundation for a 
child’s school readiness. 
To provide a healthy & safe environment, staff and volunteers are required to take the 
following steps on a daily basis: 

1. Wash hands of children and adults frequently with soap and water (at least 20 
seconds) especially after diapering, toileting, after outdoor play and nose wiping, 
as well as before handling food. Hand washing is the single most effective way to 
prevent the spread of illness.  

2. Provide tissues throughout the center. Staff should use tissues, individually and 
often, to wipe young children’s nasal drainage.  

3. Teach children (and adults) to cough or sneeze into tissue or elbow and not onto 
others, food or food service utensils. 

4. Observe changes in a child’s appearance or behavior that might indicate 
beginning illness. Observations should be communicated to the parent so that 
medical advice and diagnosis can be sought. 

5. Clean and sanitize diaper changing tables and potty chairs after each use. 
6. Clean and disinfect toys and play equipment regularly.  
7. Wash, rinse and disinfect all food service utensils. 
8. Assure that children are vaccinated completely and on time and assure that staff 

has received recommended vaccines. 
9. Clean up bodily fluids using universal precautions. 
10. Adhere to program’s medication policy while administering any child’s 

medication. 
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If staff or volunteers become ill while at the childcare center, they will be sent home to 
prevent further spread of the illness. 
  
Home Visits 
In addition to the school-based preschool experience, we require home visits to extend 
the learning in your home.  Staff members advocate for the children and families they 
serve and will be scheduling home visits during the school year to meet with you.  Home 
visits may include, but are not limited to, setting goals for your family, meeting 
emergency needs, making connections to community agencies, and acting as an 
extension to classroom activities depending on needs or goals of your family.  Each 
family will complete two and four visits per year, depending on the program in which 
your child is enrolled.   The teacher will call to schedule the first home visit before 
school starts to help ease the transition between home and school. 
 
Illness 
Parents MUST inform the center staff of any health or safety needs of the child that the 
program may be required to address.  If your child has had an injury or illness that may 
prevent activity, please call the center. 
 
When a child becomes too ill to participate in regular activities or shows symptoms of a 
contagious disease, parents will be contacted to take the child home.  If the parent 
cannot be reached the emergency contact person will be called to take the child home.  
The child will remain in the office until the parent arrives.  It is important that 
arrangements are made to pick children up promptly (within 30 minutes).  EMS will be 
contacted whenever school officials deem it necessary.  Sick children recover fastest in a 
comfortable home environment.  It is very uncomfortable for children who are sick to 
remain at school, and such a situation may compromise the health of other children.   
 
Children, staff and volunteers will not be permitted to come to the center with any of 
the following: 
 

1. Fever – any temperatures over 100.4 degrees F(as recommended by the CDC and American 
Academy of Pediatrics) 

a. Even less if child acts tired, listless or out of sorts - Child must be fever free without aid 
of medication for 24 hours before returning to school. 

2. Diarrhea 
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3. Undiagnosed Rash  
4. Unusually pale or flushed skin 
5. Sore throat 
6. Eye discharge, or conjunctivitis (pink eye) 
7. Persistent cough 
8. Upset stomach or vomiting 
9. Fatigue that prevents participation in regular activities 
10. Any and all communicable diseases, such as chicken pox, measles, pink eye, ring worm, Fifth’s 

Disease, Hand Foot Mouth, and COVID-19 
Any cases of infectious diseases must be reported to the office immediately.  Other 
parents will be notified and a report will be submitted to the county health department.  
The child’s name is not given in the class notification.  A child must remain at home until 
the infectious period of the disease/illness has ended and the disease is no longer 
communicable. 
 
Returning to school after an illness:   
Your child should remain at home until the contagious period of an illness has ended.  
This is for the health and safety of all the children. 

1. The child’s temperature has been normal for 24 hours without medication 
2. The child has been diagnosed as having a bacterial infection and has been on antibiotics for 24 

hours 
3. It has been 24 hours since the last episode of vomiting or diarrhea 
4. Eyes are no longer discharging, or the condition has been treated with an antibiotic 
5. The rash has subsided or the doctor has determined the rash is not contagious 
6. All communicable diseases, except for head lice, requires a written note from the child’s 

medical provider to be re-admitted back to the center 
7. Following the center’s current COVID-19 policy. 

 
Importance of Reading 
Read Early, Read Often! 

Research after research study shows us that there is nothing more valuable a parent can 
do with their young child than to love them and read with them!  Reading develops a 
young child’s vocabulary and early literacy skills as well as forms a loving bond between 
parent and child.  Truly, there is nothing more important for your child to succeed in 
school than reading with your child every day from the time he or she is born! 
 
If your family needs books to read, please ask your preschool teacher.  The center has 
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hundreds of titles and we are very happy to send different books home with your child 
so reading can occur at home. 
 
See 100 Books Every Child Should Hear Before Kindergarten for more ideas of books to 
read with your child. 
 

Licensing 
All preschool classrooms at the Early Childhood Center are licensed by the Childcare 
Licensing Bureau.  A Licensing Notebook is maintained in the school office and contains 
the following information: 
 Inspection Reports 
 Special Investigation Reports 
 Corrective Action Plans 

The Licensing Notebook is available for review during our office business hours of 7:30 
a.m. – 4:00 p.m. 
 
Licensing inspections and special investigation reports from the past two years are 
available on the Bureau of Child and Adult Licensing website at: 
www.michigan.gov/michildcare. 
 
McKinney-Vento Homeless Requirement 
By law the Early Childhood Programs must follow the McKinney-Vento Homeless 
Requirements to support families that are experiencing homelessness. The term 
"homeless children and youths” means an individual who lack a fixed, regular, and 
adequate nighttime residence and includes: 

1. Children and youths who are sharing the housing of other persons due to loss of 
housing, economic hardship, or a similar reason; are living in motels, hotels, 
trailer parks, or camping grounds due to the lack of alternative adequate 
accommodations; are living in emergency or transitional shelters; or are 
abandoned in hospitals.  

2. Children and youths who have a primary nighttime residence that is a public or 
private place not designed for or ordinarily used as a regular sleeping 
accommodation for human beings. 

3. Children and youths who are living in cars, parks, public spaces, abandoned 
buildings, substandard housing, bus or train stations, or similar settings.  

 

http://www.michigan.gov/michildcare
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If your family is experiencing any of these situations, or may be experiencing them in the 
future, please reach out to program staff as soon as possible to understand what your 
rights are by law, and for support to be provided by our team. 
 
Meals/Nutrition 
The Early Childhood Center provides all attending children meal(s) and snacks, meeting 
at least one-third to two-third of your child’s daily nutritional requirements (as 
recommended by the USDA).  Food is served in a pleasant atmosphere and we recognize 
the individual differences and cultural patterns, which promote sound physical, social, 
emotional, and developmental growth. Mealtime is treated as a learning experience.  
Children are encouraged to participate in mealtime activities such as setting the table, 
preparing food, serving, and clean up.  Food is served family-style so your child can 
participate to the fullest extent. The program follows the nutritional guidelines as 
outlined by the USDA.  Head Start participates in the Child and Adult Care Food 
Program, which is sponsored by the USDA and the State Department of Education. 
 
If your child has a food allergy or a special diet, please notify center staff.  Staff will 
provide you with the necessary paperwork that needed to be completed by your child’s 
medical provider.  Once the paperwork is received by the center, staff including the 
program’s Registered Dietitian will work to make necessary menu modification to 
ensure that your child’s needs are met.  Allergy paperwork MUST be received before 
child starts attending school.   
 
Your child will receive breakfast, lunch and an afternoon snack.  Food from home is not 
allowed.  It is the policy of the center that candy and sugar treats will not be permitted 
in the classrooms; this includes birthdays, holidays, and parties.  We promote good 
nutrition and dental health practices and require treats that meets these goals.  Some 
alternative heathy ideas include string cheese, yogurt, crackers, pretzels, stickers, or 
pencils.  Staff may also have alternative ideas.   
 
Using the USDA My Plate and Dietary Guidelines for 3 to 5 tools, Shelby’s food service 
program creates the classroom menu that reflects low far, low salt and low sugar foods. 
Menus will follow the National School Lunch Program guidelines as well as the newly 
revised CACFP Meal Patterns which focus on a greater variety of fruits and vegetables, 
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more whole grains, and less added sugar and saturated fat.  The USDA Choose My Plate 
site is https://www.choosemyplate.gov.  
 
Each spring, all classrooms participate in Regie Rainbow Adventure.   This 8-week health 
nutrition curriculum is from the National Kidney Foundation of Michigan. 
 
The Shelby ECC Nutrition Plan meets the needs of children, families, and staff.  
Mealtime is treated as a learning experience.  Children are encouraged to participate in 
mealtime activities such as setting the table, preparing food, serving, and clean up.  
Food is served family style so children can participate to the fullest extent.   
 
If you have any questions about the Child and Adult Care Food Program, please contact: 
Shelby Early Childhood Center   CACFP 
155 Sixth Street     MI Department of Education 
Shelby, MI 49455                                   or  P.O. Box 30008 
(231)861-6629                                                                   Lansing, Michigan 48909 

(517) 373-7391 
The U.S. Department of Agriculture prohibits discrimination against its customers, 
employees, and applicants for employment on the bases of race, color, national origin, 
age, disability, sex, gender identity, religion, reprisal, and where applicable, political 
beliefs, marital status, familial or parental status, sexual orientation, or all or part of an 
individual’s income is derived from any public assistance program, or protected genetic 
information in employment or in any program or activity conducted or funded by the 
Department. (Not all prohibited bases will apply to all programs and/or employment 
activities.)   
 
If you wish to file a Civil Rights program complaint of discrimination, complete the USDA 
Program Discrimination Complaint Form, found online at 
http://www.ascr.usda.gov/complaint_filing_cust.html, or at any USDA office, or call 
(866) 632-9992 to request the form.  You may also write a letter containing all of the 
information requested in the form.  Send your completed complaint form or letter to us 
by mail at U.S. Department of Agriculture, Director, Office of Adjudication, 1400 
Independence Avenue, S.W., Washington, D.C. 20250-9410, by fax (202) 690-7442 or 
email at program.intake@usda.gov.   
 

https://www.choosemyplate.gov/
http://www.ascr.usda.gov/complaint_filing_cust.html
mailto:program.intake@usda.gov
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Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA 
through the Federal Relay Service at (800) 877-8339; or (800) 845-6136 (Spanish).  USDA 
is an equal opportunity provider and employer.                              
  
S:CACFP/Forms/Parent Information Sheet Centers                  Rev 8/2014  

 
USDA Policy 
In accordance with federal law and the U.S. Department of Agriculture (USDA) policy, 
this institution is prohibited from discriminating on the basis of race, color, national 
origin, sex, age, or disability.  To file a complaint of discrimination, write USDA, Director, 
Office of Civil Rights, 1400 Independence Avenue, SE, Washington, DC 20250-9410 or 
call (800) 759-3272 or (202) 720-6382 (TTY).  USDA is an equal opportunity provider and 
employer.    
 
Medical Condition Action Plan 
The Medical Condition Action Plan is used when an allergy or a medical condition has 
been indicated by the parent/guardian.  The form is filled out by the parent/guardian 
and the health care provider.  It contains important information for staff to monitor and 
manage a medical condition.   A copy of the form is kept in the child’s file and in the 
classroom.  
 
Medication Policy 
Parents are encouraged to administer children’s medication(s) at home.  If the 
medication must be administered during school hours, written directions must be 
provided to school staff from a medical provider.  Please speak with center staff to 
receive the appropriate paperwork.  No medication can be administered by school staff 
without written medical directions and parent/guardian permission. 
 
Children’s medication(s) must either be brought to the school 1) directly by the parent/ 
guardian, or 2) given to a staff member at the bus stop.  Please, NEVER send any type of 
medicine directly with your child (for example, in a backpack, in their clothing, etc.).  
Parents must check the medication labels/containers for a current date prior to sending 
to school.  Medication with an expired date will not be given at school. 
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Parents are responsible for collecting child’s medication with 7 days of departure from 
the program.  If medication is not picked up within that time frame the medication will 
be disposed of. 
 
Office of Great Start Outcomes 
Michigan’s quality rating and improvement system supporting preschool programs. 
Children are: 

• Born healthy 
• Healthy, thriving and developmentally on track from birth – third grade 
• Developmentally ready to succeed in school at time of school entry 
• Prepared to succeed in fourth grade and beyond by reading proficiently by the 

end of third grade 
 
Outdoor Play 
Please pay careful attention to the weather and always send 
appropriate outdoor clothing.  Children will go outside based upon 
conditions.  The amount of time spent outside will vary according to 
the weather, but it is important to remember that outdoor play is fun, educational, 
exciting, and healthy.   
 
Pest Management 
Due to State licensing regulations, all parents or guardians will be given advance notice 
of pesticide applications.  This notice will contain information about the pesticide, 
including the target pest or purpose, approximate location, date of the application, 
contact information at the center, and a toll-free number for a national pesticide 
information center recognized by the Michigan Department of Agriculture.  Liquid spray 
or aerosol insecticide applications may not be performed in a room of a center unless 
the room will be unoccupied by children for not less than 4 hours or longer if required 
by the pesticide label use directions.  
 
Pictures 
School pictures of students are taken in the Fall every year.  A 
notice informing you of the day and time will be sent home 
with your child. 
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Program Measurement 
Shelby ECC is required to work with the Michigan Department of Education (MDE) to 
measure the effect of the state-wide Great Start Readiness Program (GSRP). Information 
is sometimes collected about GSRP staff, enrolled children, and their families.  Program 
staff or a representative from MDE might:  

• Ask parents questions about their child and family. 
• Observe children in the classroom. 
• Measure what children know about letters, words, and numbers. 
• Ask teachers how children are learning and growing. 

Information from you and about your child will not be shared with others in any way 
that you or your child could be identified.  It is protected by law. 
 
Questions? Contact: mde-gsrp@michigan.gov or 517-373-8483 or MDE, Office of Early 
Childhood Education and Family Services, 608 W. Allegan, P.O. Box 30008, Lansing, MI 
48909 
 
Releasing Children 
Shelby Early Childhood Center’s policy and procedure on releasing children to an adult is 
in place with your child’s health and safety as the main focus.  If for any reason staff are 
uncomfortable with the condition(s) and believe there is an unsafe situation, the 
following course(s) of action may be taken:     

1. The receiving adult may be told that we feel it is not safe for the child to be 
released to him/her at this time.  

2. We may offer to call someone else on the Child Information Form to come for 
the child.   

3. We may notify police when the adult and child are released from the bus and or 
the building.  

Children will only be released to individuals listed on the Child’s Emergency Card (Please 
have ID available upon request).    For the GSRP program, if the pickup person is 
between the ages of 12-17, the parent must provide the Shelby ECC a written 
authorization letter.  The letter must state that the parent feels the caregiver is 
responsible to care for the preschool child.  If your child is in Head Start the pickup 
person must be 16 or older. 
 

mailto:mde-gsrp@michigan.gov
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If a child is not picked up on time, the center staff will call the parent/guardian and all 
emergency numbers listed on the Emergency Card.  Staff will make every effort to place 
the child with someone listed on the Emergency Card.  However, if the parent or anyone 
on the Emergency Card cannot be reached or is unable to pick up the child within 30 
minutes of class dismissal, the local Police Department or Child Protective Services may 
be notified. 

 
Resolving Conflicts and Concerns 
 If you have concerns about your child’s classroom or anything related to your child’s 
experience at the Early Childhood Center, please first approach your child’s classroom 
facilitator/teacher.  All conflicts are treated with respect and kept confidential. Only 
those who need to know about a problem are made aware of the problem.  If classroom 
staff cannot help solve the problem or ease your concern, then please talk to the 
Coordinator/Director about your concerns.  If the problem cannot be resolved by the 
Coordinator/Director, then the superintendent will hear the problem.   A written answer 
will be received within twenty (20) days. 
 
Safety 
Safety guidelines have been developed to assure that every precaution has been taken 
to prevent accidents and to promote the health and safety of all children.  These 
guidelines are to be followed in all classes within Head Start and the Great Start 
Readiness Program. 

1. Children are supervised at all times during the school day and on field trips. 
2. Parents/guardians must deliver the children into the building and to the 

appropriate classroom.  
3. You must be sure a staff member is aware that you have either picked up or 

delivered a child. 
4. Fire and tornado drills are scheduled to teach children such safety practices. 
5. Emergency plans will be posted in each classroom. 
6. During field trips, identification tags are worn by all children. 
7. Emergency cards for each child are near classroom teacher materials. 
8. The staff is responsible for the care and supervision of the children in their 

group.  Teacher and educational assistants will have first aid kits on all field trips.  
Staff is trained in CPR/First Aid. 
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9. Children will be taught bus safety rules and regulations.  Parents are expected to 
follow all bus safety rules. 

10. Parents must sign-out their child in the classroom when they are picked up early. 
There should be no unattended children in the parking lot or in the center. 

 
School Cancellations/Closings/Snow Days 
Shelby Public Schools has an automated phone system called Power Announcement.  
This phone system will call your home phone and your cell phone when school is 
delayed, cancelled, or releasing early due to bad weather.  If your cell phone has a ring 
back tone, this system will not be able to contact your cell phone.  This system does 
recognize voice mail and answering machines and will leave a message.  In order for you 
to receive these important messages, please make sure the school office has your 
correct phone numbers and e-mail address. 
 
School delay or closing information will also be announced on the following television or 
radio stations: 

WZZM TV Channel 13                      WWTV TV Channel 9 
                                   WMUS 106.9 FM                               WKLA 106.3 FM 

 
In the event that school is dismissed early, please make sure your child’s teacher knows 
where your child will go, who will pick them up from school, or whether they should ride 
the bus as normal.  This information is listed on the Transportation Form families 
completed to register their child.  This is a rare occurrence, but it is important your 
child’s teacher has this information when an early dismissal is announced. 

 
Short Term Exclusion 
The program’s philosophy is not to exclude children from attending class unless the 
following, very specific conditions apply: 
  
Short-term injury or an acute or short-term contagious illness. 
Behavior concern that is endangering the child, other children in the classroom, or 
classroom staff.  This shall occur only under the advisement of the program’s Behavior 
Consultant and administration and in strict compliance with the program’s child 
expulsion and suspension policy. 
No exclusion shall be made for toileting concerns. 
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Any exclusion from the program is intended to be short-term; staff and parents will 
work together closely to have the child re-enter the program as quickly as possible in a 
manner that will best help the child be successful. 
 
Sign In and Out 
For the safety of the children the ECC main doors will remain locked during the school 
day.  
 
A parent or designated adult, 16 years or older, must walk the child to the ECC entrance 
and hand child directly to Early Childhood Staff.  Classroom staff will sign children in 
upon arrival and dismissal. 
 
Special Needs/Support Services 
The purpose of the Shelby ECC plan is having outreach and recruitment activities that 
incorporates specific actions to actively locate and enroll children with disabilities as early 
interventions and provide the best outcomes for children with special needs.  The Early 
Childhood Center staff works closely with other departments in the district, including the 
West Shore Educational Service District who provides special services in speech, 
occupational therapy, physical therapy, special education as well as Shelby Public Schools 
Food Services, Transportation Services, and Counseling Services.  If you believe your child 
needs special services support, please let your child’s teacher know. 
 
REFERRALS: We believe that home and school together form a positive support system for 
the growing child. Parents are always kept informed of their child’s progress. If a referral is 
made for additional support, the family will be involved in creating a plan and setting 
specific goals for the child. Families will be informed at any point that the child is receiving 
one-on-one support services, and classroom teachers will partner with support staff to 
create an inclusive and supportive environment. 
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Staff Directory 
 
Early Childhood Center  
Telephone # 231-861-6629       Fax # - 231-861-0601 
 

Staff Member Position Extention # E-mail Address 
Anderson, Lynette Receptionist 1500 andelk@shelby.k12.mi.us 
Beyer, Sara Preschool Teacher 1506 sbeyer@shelby.k12.mi.us 
Bunting, Brooke Preschool Teacher 1502 buntb@shelby.k12.mi.us 
Claveau, Toni Head Start Family Advocate 1518 

 

Crenno, Bobbi Preschool Associate 1505 crenb@shelby.k12.mi.us 
Ibarra, Sidney Preschool Associate 1506  
Johnsen, Jean Preschool Teacher/License 

Director 
1503/1522 johnj@shelby.k12.mi.us 

Kelly, Pam ECSE Teacher 1501 pkelly@wsesd.org 
Knoll, Katie Preschool Associate 1503 

 

Lynn, Amy Preschool Associate 1502 
 

Mayer, Stephanie Preschool Teacher 1504 mayes@shelby.k12.mi.us 
Mead, Teresa ECC Coordinator 1515 meadt@shelby.k12.mi.us 

Richard, Carla Preschool Associate 1504 richc@shelby.k12.mi.us 

Trejo, Belinda Preschool Associate 1503 trejb@shelby.k12.mi.us 
Young, Kayla Preschool Teacher 1505 feltk@shelby.k12.mi.us 

 
Tooth Brushing  

• In order to promote good health practices and integrate 
health education into on-going classroom activities, tooth 
brushing will be done once a day.  Staff in the program will 
teach correct procedures.  Each toothbrush will be labeled 
with the user’s name.  Soft bristled toothbrushes are 
recommended for young children.  Fluoride toothpaste will 
be used in the classrooms.  To ensure that the child is brushing properly, 
supervision by an adult must be provided.  Brushing may be done in a group or 
individually. 

 
 
 
 

mailto:johnj@shelby.k12.mi.us
mailto:meadt@shelby.k12.mi.us
mailto:richc@shelby.k12.mi.us
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Transitions 
Parents are often bewildered by a child who has a difficult time during the transition 
from home to school (“I don’t want to go to school!” or “I don’t want you to go to 
work.”) only to return later to a child who doesn’t want to leave school!  Your child is 
most likely letting you know that s/he is comfortable in both settings.  Here are a few 
tips to make each transition a little smoother for you and your child: 
 
From Home to School 

1. Talk to your child in advance about what will be happening and alert him/her of 
any schedule changes.  Reassure your child as often as necessary that you will be 
back.  If someone else will be picking him/her up, make sure you child knows it.  
Please do not promise a specific time. 

2. Establish a “routine” with your child each morning at school: i.e. help your child 
put away his/her belongings, get involved in an activity. Or have a special way of 
saying good-bye.  When you are about to leave give your child a 3-minute 
warning (an advance warning helps in most situations with children). 

3. Let your child know when you are leaving rather than “sneaking away”!  Though 
it may be easier for you to leave while your child is not watching, it is more 
difficult for your child. 

4. Once you have said you’re leaving, do it without hesitation.  A teacher will take 
as much time as necessary to comfort your child.  You are welcome to call the 
classroom to ask how your child is doing. 
Note: Older children still need an established routine and a warm good-bye!  A 
rushed beginning always makes the day more difficult. 

 
From School to Home 

1. If your child is not ready to leave, please give him/her a three-minute warning.  
This gives your child the opportunity to finish an activity, say good-bye to a 
friend, give a teacher a hug or put on his/her outerwear without being rushed. 

2. Help your child clean up the materials s/he is using.  This will help reinforce 
taking responsibility for one’s own materials. 

3. Once three minutes or so have elapsed, tell your child it’s time to leave and then 
follow through.  If your child is still reluctant, you can say, “It’s time to leave 
now.  You can come by yourself or I will help you,” and then do it. 
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4. Avoid telling your child that you will leave without him/her.  It’s a threat that you 
can’t follow through on and is often frightening for young children. 

 
Transportation 
 
Bus Transportation:  Bus service is provided for children within 
the school district boundaries.    Routes may have to be adjusted 
and may require families to meet at centrally located bus stops. 

 
Bus Safety Rules-please see additional Bus and Pedestrian Safety Handouts 

• Persons meeting your child at the bus must be listed on your child’s Child 
Information Form and have photo identification if staff are not familiar with who 
they are.  Staff will not release your child to anyone other than those designated 
by the child’s parent(s) or guardian.  Update your child’s Child Emergency 
Information Form regularly. 

• A parent or designated adult on the child’s bus/emergency form MUST “hand 
the child to the staff” when going to school and “receive the child from the bus” 
when coming home.  HAND-TO-HAND is required at each and every pick-up or 
drop off!  This is for your child’s safety.  Failure to follow this policy will result in 
loss of bus privileges. 

• If a parent or designated adult is not at the bus stop to get the child off of the 
bus, the child will be returned to the school.  It will then be your responsibility to 
pick up your child from the school.   

• The staff provides training for parents and children in bus & pedestrian safety.  In 
addition, at least three bus evacuation drills will be conducted during the 
program year.   

• All children must be properly seated while in transport. 
• Children are not allowed to chew gum, eat, or drink while on the bus. 
• Children must have all “belongings” secured on the bus.   
• You must inform the Shelby Early Childhood Office: 

- If your child will be absent and will not be riding the bus 
- Any changes to Child Information Form; especially who your child may or 

may not be released to. 
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- If there is any change in pick up or drop off locations. (Changes require a 
minimum five days notice before taking effect & will depend on route 
availability.) 

 
Parent Transportation: 

• If your child is not riding a bus to school, you must bring your child 
to his/her classroom and sign in with the program staff. 

• When picking up your child from the classroom, you must come to 
the classroom and sign out with the program staff. 

• Always inform the Facilitator/Advocate or Assistant, and sign the in/out form, 
when taking your child from the playground or classroom. 

• Please park in the designated parking areas. The areas near the doors are 
reserved for the buses and other school vehicles. 

• Persons picking up your child must be listed on your child’s Child Information 
Form and have photo identification if staff are not familiar with them.   We will 
not release your child to anyone other than those designated by the child’s 
parent(s) or guardian. 

• Update your child’s Child Information Form regularly.  You will be asked to 
update at conferences and home visits.  Notify us when there are changes!   
Emergencies do happen, be sure we can reach you. 
 

VOLUNTEERING IN THE CLASSROOM 
Volunteers, especially parents and other adults caring for children are welcome in the 
early childhood classrooms as long as guidelines allow us to do so.  Please consider 
spending time with your child in his/her classroom.  The experience is wonderful for 
your child, and odds are you will have a great time. 
 
All volunteers are expected to follow classroom and licensing policies.   Volunteers 
should speak with classroom staff regarding volunteer opportunities and follow their 
directions when in the classroom/center.  Safety procedures require that all volunteers, 
including parents, who visit or volunteer within the classroom and facilities be 
supervised by a paid employee at all times and at no times be unsupervised with 
children.  All volunteers (including parents/guardians) who are present on a regular 
basis, four hours or more per week, must complete the required volunteer paperwork.  
This is to comply with State of Michigan regulations and law.   
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Ultimately, the provisions are in place to protect all children.  A volunteer handbook is 
given to all parents for those desiring to be a volunteer. 
 
 
VOLUNTEERING AS A PARENT LEADER 
Many opportunities exist for parents to volunteer on committees, including the Head 
Start Policy Council.  This committee oversees the operation of the Head Start/Early 
Head Start grant.  Elections are held each fall.  This can be an exciting and rewarding 
experience for parents! 
 
Withdrawal 

A child’s slot shall be considered “vacant” when the child does not participate 
consistently.  (“Vacant” means a child’s leaving the program or failing to participate.)   
• A pattern of  unexcused absences within 30 calendar days, the teacher/teacher 

or advocate will contact the parent and the child’s attendance will be monitored 
(see Attendance Policy)  

• After a two (2) week monitoring period, if attendance fails to improve, your child 
may lose his/her spot in the program and be returned to the wait list.  (Excused 
absences are illness, medical or dental appointment, or death in the family) 

• If a child is going to withdraw from the program, parents should notify the staff 
immediately   

• If the family will be moving to an area where an Early Childhood Program is 
located, their child may be transferred to that center or placed on a wait list until 
a slot is available   

• Due to state licensing requirements, children may be withdrawn from their 
classroom if a physical examination is not completed and on file thirty (30) days 
after enrollment.  The child’s spot will be held for 2 weeks, and at that time the 
child may be put back on the waiting list 

• The center reserves the right to remove any child or family from the program for 
violation of program policies and procedures  
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Shelby Public Schools Polices: 
 
FERPA Notice to Parents and Guardians  
The Family Educational Rights and Privacy Act (FERPA) affords parents and students who are 18 years of age or 
older ("eligible students") certain rights with respect to the student's education records.  These rights include 
the following 
The right to inspect and review the student's education records within 45 days after the day the school receives 
a request for access.  
Parents or eligible students who wish to inspect their child’s or their education records should submit to the 
school principal or appropriate school official a written request that identifies the records they wish to inspect. 
 The school official will make arrangements for access and notify the parent or eligible student of the time and 
place where the records may be inspected. 
The right to request the amendment of the student’s education records that the parent or eligible student 
believes are inaccurate, misleading, or otherwise in violation of the student’s privacy rights under FERPA. 
Parents or eligible students who wish to ask the School to amend their child’s or their education record should 
write the school principal or appropriate school official, clearly identify the part of the record they want 
changed, and specify why it should be changed.  If the school decides not to amend the record as requested by 
the parent or eligible student, the school will notify the parent or eligible student of the decision and of their 
right to a hearing regarding the request for amendment.  Additional information regarding the hearing 
procedures will be provided to the parent or eligible student when notified of the right to a hearing. 
The right to provide written consent before the school discloses personally identifiable information (PII) from 
the student's education records, except to the extent that FERPA authorizes disclosure without consent. 
One exception, which permits disclosure without consent, is disclosure to school officials with legitimate 
educational interests.  The criteria for determining who constitutes a school official and what constitutes a 
legitimate educational interest must be set forth in the school’s or school district’s annual notification for 
FERPA rights.  A school official typically includes a person employed by the school or school district as an ad-
ministrator, supervisor, instructor, or support staff member (including health or medical staff and law 
enforcement unit personnel) or a person serving on the school board.  A school official also may include a 
volunteer,  contractor, or consultant who, while not employed by the school, performs an institutional service 
or function for which the school would otherwise use its own employees and who is under the direct control of 
the school with respect to the use and maintenance of PII from education records, such as an attorney, auditor, 
medical consultant, or therapist; a parent or student volunteering to serve on an official committee, such as a 
disciplinary or grievance committee; or a parent, student, or other volunteer assisting another school official in 
performing his or her tasks.  A school official typically has a legitimate educational interest if the official needs 
to review an education record in order to fulfill his or her professional responsibility. 
Upon request, the school discloses education records without consent to officials of another school or school 
district in which a student seeks or intends to enroll, or is already enrolled if the disclosure is for purposes of 
the student’s enrollment or transfer.  
The right to file a complaint with the U.S. Department of Education concerning alleged failures by the [School] 
to comply with the requirements of FERPA.  The name and address of the Office that administers FERPA are: 
Family Policy Compliance Office, U.S. Department of Education, 400 Maryland Avenue, SW, Washington, DC 
 20202 
FERPA permits the disclosure of PII from students’ education records, without consent of the parent or eligible 
student, if the disclosure meets certain conditions found in § 99.31 of the FERPA regulations.  Except for 
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disclosures to school officials, disclosures related to some judicial orders or lawfully issued subpoenas, 
disclosures of directory information, and disclosures to the parent or eligible student, § 99.32 of the FERPA 
regulations requires the school to record the disclosure.  Parents and eligible students have a right to inspect 
and review the record of disclosures.  A school may disclose PII from the education records of a student without 
obtaining prior written consent of the parents or the eligible student – 
To other school officials, including teachers, within the educational agency or institution whom the school has 
determined to have legitimate educational interests.  This includes contractors, consultants, volunteers, or 
other parties to whom the school has outsourced institutional services or functions, provided that the 
conditions listed in § 99.31(a)(1)(i)(B)(1) - (a)(1)(i)(B)(3) are met.  
To officials of another school, school system, or institution of postsecondary education where the student seeks 
or intends to enroll, or where the student is already enrolled if the disclosure is for purposes related to the 
student’s enrollment or transfer, subject to the requirements of § 99.34. 
To authorized representatives of the U. S. Comptroller General, the U. S. Attorney General, the U.S. Secretary of 
Education, or State and local educational authorities, such as the State educational agency (SEA) in the parent 
or eligible student’s State.  Disclosures under this provision may be made, subject to the requirements of § 
99.35, in connection with an audit or evaluation of Federal- or State-supported education programs, or for the 
enforcement of or compliance with Federal legal requirements that relate to those programs.  These entities 
may make disclosures of PII to outside entities that are designated by them as their authorized representatives 
to conduct any audit, evaluation, or enforcement or compliance activity on their behalf, if applicable 
requirements are met.   
To State and local officials or authorities to whom information is specifically allowed to be reported or disclosed 
by a State statute that concerns the juvenile justice system and the system’s ability to effectively serve, prior to 
adjudication, the student whose records were released, subject to § 99.38.  
To organizations conducting studies for, or on behalf of, the school, in order to:  (a)  develop, validate, or 
administer predictive tests; (b)  administer student aid programs; or (c)  improve instruction, if applicable 
requirements are met.   
To accrediting organizations to carry out their accrediting functions.   
To parents of an eligible student if the student is a dependent for IRS tax purposes.  
To comply with a judicial order or lawfully issued subpoena if applicable requirements are met.   
To appropriate officials in connection with a health or safety emergency, subject to § 99.36.   
Information the school has designated as “directory information” if applicable requirements under § 99.37 are 
met.  
To an agency caseworker or other representative of a State or local child welfare agency or tribal organization 
who is authorized to access a student’s case plan when such agency or organization is legally responsible, in 
accordance with State or tribal law, for the care and protection of the student in foster care placement.   
To the Secretary of Agriculture or authorized representatives of the Food and Nutrition Service for purposes of 
conducting program monitoring,  evaluations, and performance measurements of programs authorized under 
the Richard B. Russell National School Lunch Act or the Child Nutrition Act of 1966, under certain conditions.   
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Community Resources 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2-1-1* Get Connected. Get Answers. Community Access Line of the Lakeshore    www.CALL-211.org 
Provides information about and referrals to human services for every day needs and in time of crisis. 

Dial 2-1-1 ~ Cell and pay phones: 231-739-5858 or 1-800-442-0054 
 

Contact the Department of Human Services, 4081 Polk Road, Hart, MI 49420, at 231-873-7251 for general needs. 

ASSISTANCE WITH HEALTH CARE COVERAGE 
FOR INDIVIDUALS BETWEEN 0-18 YEARS 

 
Michigan Dept. of Human Services (DHS) 
4081 W. Polk Rd., Hart., MI 49420 
231-873-7251 
 
MI-Child 888-988-6300 
 

CHILDCARE SERVICES 
 

Early On Oceana County 231-898-1606 
 
Michigan Dept. of Human Services (DHS) 
4081 W. Polk Rd., Hart., MI 49420 
231-873-7251 
 
Project Find Michigan    800-Early On 
 

 

 

 

ADULT EMPLOYMENT TRAINING 
Michigan Works!  
195 N. Michigan Ave.  
Shelby, MI 49455 
231-861-2073 
 

 

 

 

 

CLOTHING  
 
Christ the Rock World Harvest Church Distribution 
Wednesday 12:30-6:00 p.m. 
Call for emergency need 231-893-8900  
 
Good Will lndustries of Whitehall Monday-Saturday 
9:00 a.m.-8:00 p.m.     Sundays 11:00a.m.-5:00p.m. 
3353 Underwood Drive     Whitehall, Ml 49461 
231-893-0593 
 
Good Will lndustries of Ludington Monday-Saturday 
9:00a.m.-8:00p.m.     Sundays 11:00a.m.-5:00p.m. 
5999 West US-10       Ludington Ml 49431 
231-843-0003 
 
Love Inc.              
186 N. Michigan Ave., Shelby, MI 49455 
231-861-4880 
 
Maxine’s Closet 
For more information, please contact Kristen Bisard 
at 873-8756 or Laurel Sawyer at 861-8442. 
 
Muskegon-Oceana Community Action Partnership 
Oceana Action Center     http://www.mocap1.org 
562 South State St.        Shelby, MI 49455  
231-861-5767            oceanacap@frontier.com 
 
 
 

 

 

 

 

BABY PANTRY 
Trinity Lutheran Church 
5631 W. Stony Lake Rd. 
New Era, MI 49446 
861-4059 

http://www.call-211.org/
http://www.mocap1.org/
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DENTAL SERVICES 
 

Michigan Community Dental Plan 
3988 Oceana Drive, Hart, MI 49420 
231-873-9340 
 
Northwest Michigan Dental Health Services 
119 S. State St., Shelby, MI 49455         
       
Most private dentists now accept Medicaid 
insurance for children’s dental care! 

LIBRARY 
Shelby Public Library 
189 Maple St., Shelby, MI 49455                
231-861-4565 
 

 

 

 

DOMESTIC VIOLENCE ASSISTANCE  
Emergency Assistance – Call 9-1-1 
 
C.O.V.E Women’s Shelter (Communities Overcoming 
Violent Encounters) 
206 E. Ludington Ave. 
Ludington, MI                           
231-845-5808 or 800-950-5808 or 231-843-2541 
 
Hesperia Presbyterian Church 
82 Church St. 
Hesperia, MI 49421 
231-854-3075 
 
Hispanic Center of Western Michigan (Project 
H.O.P.E.) 
1204 Grandville SW, Grand Rapids, MI 49503 
616-742-0200  
 

      
  

GOVERNMENT AGENCIES  
Department of Human Services     231-873-7251 
To report suspected abuse/neglect 855-444-3911 
Secretary of State                              231-873-5423 
Social Security Administration        800-772-1213 
West Mi Veterans Service Center   231-724-7143 

 

 

 

 

 

EMERGENCIES  
Ambulance/Fire/Police          911 
Adult Abuse & Child Abuse                231-873-2106 
American Red Cross                            231-726-3555 
Children’s Protective Services 855-444-3911 
Domestic Violence-COVE                 800-950-5808 
Mental Health (24 hour)                    800-992-2061 
Oceana County DHS               231-873-7251 
Parent Help Line                                  800-942-4357 
Poison Control                                      800-222-1222 
Run-A-Way Services                  800-292-4517 
Salvation Army                                     231-843-3711 
Call 211 assistance  211 

 

 

 

 

 

COURTS & LEGAL ASSISTANCE  
District Court                                 231-873-4530 
 
Family Court                                  231-873-3811 
 
Friend of the Court                       231-873-4605 
  
Legal Aid of West Michigan         800-968-4887 
 
MI Department of Civil Rights    800-482-3604 
 
MI Protection and Advocacy       800-288-5923 
 
Probate Court                                 231-873-3666 

 

 

 

 

 

COUNSELING & MENTAL HEALTH SERVICES  
 
Bethany Christian Services  231-924-3390 
Catholic Charities of West MI 231-726-4735 
Choices West MI Services  231-873-1443 
Community Mental Health                231-873-2108 
Fountain Hill Center                           616-456-1178 
Hart Family Medical                           231-873-5675 
Lakeshore Medical Center                231-861-2187 
West MI Comm. Mental Health      231-873-2108 
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HOUSING 
CAAP 
(Help with repairs, rent, fuel, electricity, 
weatherizing) 
569 S. State St., Shelby, MI 49455 
231-259-2007 
 
Habitat for Humanity – Oceana County 
231-861-2233 
 
Jericho House (Transitional Housing) 
912 E. Ludington Ave., Ludington, MI 49431 
231-843-3044 
 
Northland Crossing • Wickstra Realty 
163 N. Michigan Ave., Shelby, MI 49455 
231-861-2103 
 
Oceana Home Partnership Agreement 
204 Washington St, Hart, MI 49420 
231-873-2222 
 
Shelby Public Schools (Homeless Assistance) 
231-861-4452 
 

 

LICENSED DAYCARES 
 

Aumiller, Amber  231-672-0524 
Cain, Guadalupe  231-861-0479 
Priese, Rene                   231-861-6772 
Samuels, Brenda           231-861-6376 
Oceana County Early Learning Center 
   231-873-8111 
 
 
 
      
 

SCHOOLS  

Shelby Early Childhood Center 231-861-6629 
 
Oceana County Early Learning Center    231-873-8111 
 
Thomas Read Elementary  231-861-5541 
 
New Era Elementary  231-861-2662 
 
Shelby Middle School  231-861-4421 
 
Shelby High School                    231-861-4452 
 
WSESD                       231-873-5651 
 
Early On – Provides services for infants, toddlers & 
students with disabilities                   800-327-5966
   
Oceana Early Head Start (0-3 years) 231-767-7288 
 

 

 

 

 

 

OTHER RESOURCES  

Kinship Care Resource Center – Relatives Raising 
Relatives’ Children 1-800-535-1218 

Michigan Alliance for Families – providing information, 
support and education  
www.michiganallianceforfamilies.org 
800-552-4821 
 
Mid-Michigan Community Action – housing stability, food 
assistance, critical needs  
231-557-7622 
 
Pathways – Providing life transforming services to 
children, families & our communities. 
www.pathwaysmi.org 
 
United Way of the Lakeshore Oceana Office 
907 S. State St., Hart, MI 49420 
231-638-6934 

Great Start Collaborative - To assure a coordinated system 
of community resources and support to help all Mason, 
Lake and Oceana County families to provide a great start 
for their children from pre-birth to age five    
http://greatstartforkids.org/ 

   

 
 

http://www.michiganallianceforfamilies.org/
http://www.pathwaysmi.org/
http://greatstartforkids.org/
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FOOD ASSISTANCE PROGRAMS 
 
CAAP  
569 South State St., Shelby   231-259-2007 
 
Hesperia/Ferry United Methodist Church 
Food Pantry                      231-854-0075 
187 E. South Ave., Hesperia, MI 49421      231-854-5345 
 
Michigan Department of Human Services  
4081 W. Polk Rd., Hart               231-873-7251 
Food Stamps/SNAP 
 
Muskegon-Oceana Community Action Partnership 
Oceana Action Center   
562 South State St., Shelby, MI 49455        
231-861-5767 
 
New Era Christian Reformed Church 
1820 E. Ray Ave., New Era, MI 49446          
231-861-5554 
 
New Hope Community Church 
244 South 79th Ave., Shelby, MI 49455      
231-861-0536 
 
Pentwater First Baptist Church 
317 1st, Pentwater, MI 49449                      
231-869-5149 
 
Trinity Lutheran Church 
5631 West Stony Lake Rd., New Era, MI 49446 
231-861-4059      
 
West Golden Wesleyan Church 
2752 N. 34th Ave., Mears, MI 49436 
231-873-0581 
 
WIC Program Oceana Co 
873-5813 or 861-6349 
 
Call ‘211’ for updated monthly Food Truck schedule 
 

HEALTH CARE 
 

District #10 Health Department 
(Maternal Support, Planned Parenthood, 
Teen Parent Services, Children’s Special 
Health Care) 
3986 North Oceana Drive, Hart, MI 49420 
(231) 873-2193 
 
Hart Family Medical Center 
611 East Main Street, Hart 
231-873-5675 
 
Lakeshore Medical Center  
71 Bevier St., Shelby, MI 49455-1028  
(231) 861-2187 ()  
 
Mercy Health Partners - Lakeshore 
Campus 
72 South State Street, Shelby, MI 49455 
(231) 861-2156 
 
Northwest Michigan Health Services 
119 South State Street, Shelby, MI 49455    
231-861-2130  
  
Poison Control 
1-800-222-1222 
 
West Michigan Community Mental 
Health 
105 Lincoln St., Hart, MI 49420 
(231) 873-2108 
 
WIC 
3986 North Oceana Drive, Hart, MI, 
49420 
(231) 873-5813 
(Migrants) 119 South State St., Shelby, MI 
(231) 861-6349 
 

http://maps.google.com/maps/place?cid=12799142513997597791&gl=us&hl=en&cd=1&cad=src:ppiwlink&ei=SccyTvWiMJH6M7Kr7dMJ&sig2=vSs50PcPMe2iG4q9Vv09NQ&dtab=2
http://maps.google.com/maps/place?cid=12799142513997597791&gl=us&hl=en&cd=1&cad=src:ppiwlink&ei=SccyTvWiMJH6M7Kr7dMJ&sig2=vSs50PcPMe2iG4q9Vv09NQ&dtab=2
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100 Books Every Child Should Hear Before Kindergarten 

 

Snuggle Puppy  

Good Night, Gorilla  

Even Firefighters Go to 
  

 

Curious George 
 

Old MacDonald Had a 
 

 

Jamberry  

Yummy, Yucky  

Owen 
 

Five Little Monkeys 
    

 

Bee Bim Bop  

Go, Dog, Go!  

Tap the Magic Tree 
 

Hickory Dickory Dock  

Lola at the Library  

Click, Clack, Surprise!  

Corduroy 
 

Goodnight Moon  

Otis  

Peck, Peck, Peck  

Pete the Cat I Love My White 
 

 

That’s Not My Panda  

The Little Dump Truck  

Bear Snores On  

Click, Clack, Moo Cows That 
 

 

Peek-a-Who?  

Chicka Chicka Boom Boom  

Good Night, Construction 
 

 

Pinkalicious 
 

Tickle, Tickle  

Brown Bear, Brown Bear, What 
   

 

Cars, Trucks, and Things 
  

 

Fancy Nancy 
 

My Truck is Stuck  

The Very Busy Spider  

The Very Hungry 
 

 

The Book With No Pictures 
 

Global Babies  

Rosie’s Walk  

Elephant & Piggie  

The Mitten 
 

Toes, Ears & Nose  

Where the Wild Things Are  

Don’t Let the Pigeon Drive 
  

 

Nuts to You! 
 

Where is Baby’s Belly 
 

 

Mouse Paint  

Mike Mulligan and the 
  

 

Llama Llama Red Pajama 
 

Ten Little Fingers and Ten 
  

 

Mr. Cookie Baker  

Make Way for Ducklings  

Stone Soup 
 

Where’s Spot?  

The Three Bears by Barton  

The Carrot Seed  

The Little Red Hen by 
 

 

The Little Engine That 
 

 

The Three Little Pigs by 
 

 

The Gruffalo  

The Three Billy Goats Gruff by 
 

 

Dr. Seuss’s ABC  

The Gingerbread Man by 
 

 

Pancakes for Breakfast  

One Day in the Eucalyptus, 
  

 

Open the Barn Door  

Clifford  

Stick Man  

They All Saw a Cat 
 

Time for Bed  

If You Give a Mouse a Cookie  

Harold and the Purple 
 

 

Madeline 
 

Dear Zoo  

The Busy Little Squirrel  

Caps for Sale  

The Story of Ferdinand 
 

Black & White  

We’re Going on a Bear Hunt  

The Kissing Hand  

The Thankful Book 
 

Blue Hat, Green Hat  

Sheep in a Jeep  

The Paperbag Princess  

Harry the Dirty Dog 
 

The Going to Bed Book  

Each Peach Pear Plum  

Fireman Small  

Rhyming Dust Bunnies 
 

Cars Go  

Is Your Mama a Llama  

The Tiger Who Came to 
 

 

Winnie-the-Pooh 
 

Duck and Goose Find a 
 

 

Giraffes Can’t Dance  

The Snowy Day  

A Bear Called Paddington 
 

Little Blue Truck  
The Napping House  

Snowmen at Work  
James Herriott’s Read Aloud 

 
Growing Book by Book http://growingbookbybook.com 
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Program Definitions 

 

Great Start Readiness Program (GSRP) – GSRP Preschool is a state funded center-based program 
serving income eligible four year old children.  Classes are offered all day, four days a week, Monday 
through Thursday.  
 
Parents are encouraged to volunteer in the classroom and participate in our Parent’s Policy committee and 
other center events. 
 
These materials were developed in part with grant monies awarded by the Michigan Department of 
Education. 
Staff to Child Ratio – 1:8 

 

Head Start – Head Start Preschool is a federally funded free preschool center-based program serving three 
and four year old children who meet certain federal guidelines.  Classes are offered all day, four/five days a 
week. 
 
Head Start offers family advocacy services.  Family Advocates can assist you with information about 
community services that are available to help your family with health, education, housing, utilities, food 
pantries and many other services. 
 
Parents are encouraged to volunteer in the classroom and participate in our Parent’s Policy committee and 
other center events. 
Staff to Child Ratio – 1:8 
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