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WELCOME 

We're thrilled to welcome you and your child to Child Star 
Development Center! Here at Child Star, our mission is to foster joy 
and nurture young minds. This handbook is your guide to our 
unique approach to early childhood education. 

More Than Just Childcare 

We believe in creating a warm and stimulating environment where 
children can learn, explore, and grow. Think of us as an extension 
of your family, dedicated to fostering curiosity, creativity, and 
kindness in every child. 

What You'll Find in This Handbook 

This handbook will familiarize you with our core values, the heart 
of what makes Child Star special. You will also explore our policies 
and procedures to ensure a smooth and successful experience for 
you and your child. 

This handbook also provides valuable insights into our daily 
practices and plans, empowering you to be a partner in your child's 
development. Understanding our expectations allows you to see 
how your role contributes to our commitment to high-quality 
childcare. 

Welcome to the Team! 
We're excited to embark on this learning journey together! 

Warm Regards, 
Hadassah McKnight, Principal & Director 
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OUR MISSION 

At Child Star Development Center, our mission is to nurture the 
unique potential of each child in a warm, safe, and stimulating 
environment. Through play-based learning experiences that foster 
curiosity, exploration, and collaboration, we help children develop 
essential social-emotional, cognitive, and language skills. As a 
community-based center, we are committed to providing 
individual attention and celebrating each child's strengths and 
interests. Together, we empower children to become confident, 
resilient learners who are prepared for lifelong success. 

PROGRAM PHILOSOPHY 

At Child Star Development Center, we nurture a child's spirit within 
a warm and loving family environment. We believe in fostering 
joyful learning through play-based experiences that cultivate 
intellectual, social, emotional, and physical skills for life. 

We understand the challenges families face, so we provide 
necessities like home-cooked meals, and snacks at no extra cost. 
This alleviates financial stress and allows families to focus on what 
matters most - their children's well-being and active participation 
in their development. 

We champion inclusivity. For children with special needs, we offer 
personalized care and collaborate with families and external 
resources to maximize their potential. 

Family is at the heart of Child Star. We nurture strong bonds 
between siblings and cultivate a sense of community where 
everyone - children, parents, and staff - feels welcomed, valued, 
and supported. We actively seek and consider your feedback to 
continually improve our programs. 
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We believe children learn best through play. Through hands-on 
exploration, group activities, and individual expression, our 
children blossom into confident individuals ready to embrace the 
world. 

At Child Star, we learn and grow together - children, parents, and 
staff - fostering a lifelong love of learning for all. 

HOURS OF OPERATION

HOURS OF OPERATION 

▪ Monday through Friday: 7:00 a.m. to 5 p.m.  

▪ Closed on Saturday and Sunday 

INCLEMENT WEATHER 

We make every effort to remain open. However, if we must close, 

please turn in to Channel 4 news for school closing information.    

CRITERIA FOR ENROLLMENT & 

ADMISSION 

 

ENROLLMENT & ADMISSION 
Child Star Development Center accepts children ages 2 ½ through 

12 years. Children will be placed in appropriate classrooms based 

on age and ability level. Children may move up to the next age 

group when all parties agree that the child is ready, and space 

allows. We strictly adhere to class size and child-to-caregiver ratios 
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in accordance with the State of Michigan Child Care Licensing 

Bureau requirements. 

REGISTRATION 

Registration fee and all required paperwork must be filled out 

completely and turned in prior to the child’s first day. The 

paperwork below is required to complete the registration packet: 

1. Child information cards 

2. A good health statement signed by the parent for school-age 

children 

3. Immunization Record 

4. Late/Tardy Policy (Included in this handbook) 

5. Field Trip Permission slip/permission to photograph 

6. Signed Written Information Documentation Form with 

discipline policy and licensing notebook signoff 

7. Information Overview 
 

The following documents must be on file at the Center within 30 

days of enrollment: 

▪ Health Appraisal for all children under school age 

▪ ID for parent/guardian (copy) 

▪ Full SSN (primary payer) 

▪ Birth Certificate (copy) 

Forms to keep: 

▪ “Hour Day” outlines the structure of daily procedures and 

activities 

▪ “Things to Bring”  

▪ “General Information Sheet” 

▪ “Sick Policy” 

▪ “Health Appraisal Notice” 
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WAITLIST 

To provide the very best care, we limit class sizes. Once a classroom 

is full, a wait list will be started. A deposit is required to be added 

to the wait list. This fee is non-refundable. However, it will be 

applied to the child’s account at the time of enrollment. 

When space becomes available in a classroom, it will first be 

offered to children currently enrolled in our program that are 

waiting to move up to the next age group, and then to their siblings 

waiting to enroll. We will then go to the top of the wait list and call 

parents accordingly. When a space opens, enrollment must be 

completed within 30 days.  After 30 days, the space will be offered 

to the next child on the list.   

FEE POLICY 

REGISTRATION FEE 

A non-refundable enrollment fee will be charged for each child at 
registration.    

PAYMENT METHODS:  Cash, money order.  Please ensure all checks 
are made payable to “Child Star Development Center.” 

TUITION AND MICHIGAN DEPARTMENT OF HEALTH AND HUMAN 
SERVICES (MDHHS) PAYMENTS: Payments are due on Mondays on 
a weekly or bi-weekly basis at drop-off before the week of care. A 
late fee of $10 per day will be assessed for accounts not paid by 
Tuesday at noon.  

Age Group Program Rate Details 

Infants (6 Wks. - 24 Mos.) Full Time (M-F)  $225 weekly Max daily hours: 9 

Infants (6 Wks. - 24 Mos.) Part Time (M-F) $175 weekly Max weekly hours: 25 

Toddler (24 Mos - 3 Yrs.) Full Time (M-F) $200 weekly Max daily hours: 9 

Toddler (24 Mos - 3 Yrs.) Part Time (M-F) $150 weekly Max weekly hours: 25 

Preschool /Pre-K Full Time (M-F) $185 weekly Max daily hours: 9 
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Preschool / Pre-K Part Time (M-F) $125 weekly Max weekly hours: 25 

S.A.C. (School Age) Before & After School $150 weekly  

DETAILS: Latchkey provides tutoring, homework help, snacks, and 

supper.  

GSRP Latchkey Monday -Friday: Before/After Care: $15/day or 
$50/week | GSRP program runs M-Fri, 8:30 a.m. -3:30 p.m. 

GSRP Latchkey Care: $50 weekly | Includes latchkey services 
before/after GSRP hours. 

 TRANSPORTATION RATES  

One Child: 
▪ One-way pick-up or drop-off: $75 weekly 
▪ Two-way pick-up or drop-off: $150 weekly 

Multiple Children (2 or more): 
Discounted rate based on needs (negotiated) 

Payment 

• All transportation fees are due on the agreed-upon 
payment date. 

• A late fee of $10 per day will be applied to payments 
received after the specified date until payment is received. 

RETURN CHECK POLICY:  Once an account is more than two weeks 

overdue, the child may not return until the account is paid up to 

date. 

PROACTIVE COMMUNICATION: We understand that unforeseen 
situations may arise. If families encounter special circumstances 
impacting their child's attendance or payment, encourage them 
to speak directly with the Director to discuss options and 
solutions. This allows for personalized approaches and ensures fair 
treatment for all families. 
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CHILD CARE SUBSIDIES 

Eligibility and Acceptance: We proudly accept child care subsidies 
to support families in. However, remember: 

▪ Parental Responsibility: Until a subsidy authorization letter 
arrives, families are responsible for all payments. 

▪ Remaining Balance: After subsidy calculations, parents are 
responsible for the remaining tuition portion for past services. 

▪ Paperwork and Timeliness: Completing all required paperwork 
promptly is crucial to ensure timely subsidy processing. 

▪ Expiration and Reauthorization: If the authorization 
expires, full tuition applies until a new authorization is received. 

Parental Agreement: All parents sign a document acknowledging 
their responsibility for full tuition if subsidy eligibility changes 

COPAY POLICY:  Upon enrollment, parents receiving DHHS 
assistance will be responsible for payment at a part-time rate until 
DHHS authorization of benefits is received. Any monies paid that 
exceed the benefit amount will be refunded.  

DELINQUENT ACCOUNTS  

At Child Star Development Center we strive to provide a high-
quality learning environment for your child. To ensure smooth 
operations, we require timely payments for tuition and fees. 

If an account one week past the due date, we will follow these steps 
to collect the outstanding balance:   

1. COURTESY CALL (WEEK 1): We will make a courtesy call to 
remind you of the outstanding balance and discuss payment 
options. 

2. A WRITTEN NOTIFICATION (WEEK 2): A written notice will be 
sent to your primary contact that is on file at the center.   
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3. PROGRAM SUSPENSION (WEEK 2) As a last resort, depending 
on the severity and duration of the delinquency, your child's 
program participation will be suspended. 

 
LEGAL ACTION: If the outstanding balance remains unpaid after 
these steps, we may refer the account to our attorneys for 
collection. At this point, the center will be entitled to recover all 
attorney fees and court costs.  
 

VACATION POLICY 
Full-time parents are entitled to a one-week tuition-free vacation 
after 1 year.  A 30-day written notice is required prior to the 
intended vacation dates.  If notification is not received, tuition-free 
vacation is nullified and full tuition is due.  

We encourage families to plan within their allotted time.  
Additional vacation days beyond this policy incur the full tuition 
rate to secure your child's spot. 

HOLIDAYS 

Child Star Development Center observes all federal holiday, as 

noted below: 

New Year’s Day                         Memorial Day 

Martin Luther King Day Fourth of July                               

Labor Day   Veteran’s Day 

Thanksgiving Day                       The day after Thanksgiving 

Christmas Day   New Year’s Eve    

REMINDER:  Full tuition will be charged for the holidays listed above 

if a child normally attends on the day of the week that the holiday 

occurs.  
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WITHDRAWAL & SCHEDULE CHANGE 

POLICY 

We require a written two-week notice for a schedule change or 
withdrawal. This allows us to staff accordingly and gives us time to 
fill the enrollment. 

Parents are required to notify the Director in writing if they are 
planning to withdraw their child from the Center. 

Parents will be responsible for the full two-week tuition if proper 
notice is not provided. 

Parents needing to change their child’s schedule (days and/or time 
of enrollment) must also submit a request two weeks in advance. 
Parents will be notified within three days if space is available.  

When an emergency arises and parents need an immediate 
change, the Director should be contacted; each situation will be 
handled individually.  

DISMISSAL POLICY 

Child Star Development Center is committed to providing a safe 
and nurturing environment for all children. We achieve this with 
clear policies on attendance, payments, and child behavior as 
noted in this handbook. A strong partnership with families is 
essential, and following these policies ensures a consistent and 
predictable experience for the children. 

When Dismissal May Be Necessary 
In some circumstances, dismissal may be necessary to maintain a 
positive learning environment for all children. This includes: 
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▪ Repeated Policy Violations: We work with families to address 
concerns, but consistent violations of our established policies 
may lead to dismissal. 

▪ Unpaid Tuition: We offer payment plans, but persistent late 
payments or unpaid tuition may result in dismissal. 

The Director of Child Star Development Center reserves the right to 
dismiss any child or family whose continued enrollment is deemed 
disruptive to the overall well-being of the children or the center's 
operation. 

Following Dismissal 
▪ Settling Balances: Outstanding balances must be paid within 30 

days (invoice sent within a week). 
▪ Re-enrollment: Dismissed parents can request an appointment 

with the Director for re-enrollment (at Director's discretion). 
▪ Respectful Communication: Harassment or threats towards 

staff or families after dismissal will be reported to law 
enforcement. 

ARRIVAL PICKUP POLICY 

DROP OFF/PICK UP PROCEDURES 

At Child Star Development Center, we understand that drop-off 
and pick-up times can be emotional for both children and families. 
To ensure a smooth and secure experience for everyone, we follow 
these guidelines: 

Arrival 
▪ Parents are Responsible: Unless other arrangements have been 

previously authorized, parents or guardians are responsible for 
dropping off and picking up their children. 
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▪ Warm Welcome & Sign-In: Our staff will greet you warmly upon 
arrival. Please sign your child(ren) in using our attendance 
system and share any important updates about their day (e.g., 
lack of sleep, medication). 

▪ Open Communication: We encourage a brief chat to ensure a 
smooth transition for your child. 

Pick-Up 
▪ Sign-Out is Mandatory: Always sign your child(ren) out before 

leaving. This helps us maintain accurate attendance records. 
▪ Authorized Pick-Up Only: For the safety of all children, only 

individuals authorized on your child's, Child Information Card 
will be allowed to pick them up. We ask for ID verification to 
confirm their identity if they are not known to Child Star. 

▪ New Pick-Up Person? If someone new is picking up your child, 
please inform us beforehand and ensure they have a valid ID. 
We will explain the pick-up process to them. 

▪ Court Orders: We follow all valid court orders regarding child 
custody. If a court order restricts a parent's access, we will 
require a copy on file. 

▪ Sensitive Situations: If the person picking up a child appears 
intoxicated or under the influence, our priority is the child's 
safety. We will make the child comfortable and discreetly notify 
the supervisor. Local authorities will be contacted if necessary, 
but we cannot deny court-ordered access. 

Our Commitment: Our staff is dedicated to creating a friendly and 
welcoming environment for all families. We will ask clarifying 
questions if anything is unclear and keep you informed throughout 
the day. Your cooperation is essential in ensuring a safe and secure 
environment for all the children in our care. 

Remember: We are here to partner with you to make drop-off and 
pick-up a positive experience for your child. 
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ATTENDANCE POLICY 

To better serve your children and have adequate educational 
engagement time. Child Star Development Center has a 9:00 a.m. 
All children must be in attendance no later than 9:00 a.m. unless 
the student has a doctor’s or WIC appointment. An excuse must be 
received from the doctor to enter after 9:00 a.m.  

LATE PICKUP POLICY  

When a child is not picked up on time additional operational and 
staffing costs are incurred. Depending on the age and number of 
children remaining at the center, licensing rules require that two 
staff remain at the Center until the situation is resolved.  For these  
reasons a late fee is required.  
 

LATE PICKUP FEES  

Child Star Development Center hours of operation are Monday – 
Friday 7:00 a.m. -5:00 p.m. If a child is late the parent MUST call 
and give the facility proper notice. There is a $10.00 per child and 
$5.00 per minute late fee for each child left in our care after 5:00 
p.m. Excessive tardiness after 5:00 p.m. more than three times will 
result in disenrollment.  

COMMUNICATION 

COMMUNICATION 

Communication is extremely important.  PLEASE TAKE THE TIME TO 

READ THIS HANDBOOK THOROUGHLY.  Parents are asked to raise 

any questions they may have and then to sign the Written 

Information Packet Documentation form (CCL-4340) indicating that 

they were provided with a copy of the parent handbook and they 
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understand of all policies and procedures as stated in this 

handbook.  

 

OPEN DOOR POLICY 

▪ Child Star Development Center has an open-door policy when 
it comes to communication and visiting.   

▪ Parents may visit our Center to observe their child at any time. 
▪ Arrangements must be made with the director. 
▪ For the children's safety and in compliance with state 

regulations, any parent visiting the Center at least 4 hours a 
week for more than two consecutive weeks will be considered 
a volunteer and will need to comply with security screening 
(see screening procedure). 
 

CULTURAL COMPETENCE 

At Child Star Development Center we encourage diversity and do 

not discriminate against race, gender or religion. We offer an anti-

bias curriculum and encourage our families to share information 

about their cultures with the children. We also provide 

multicultural materials and activities that give our children an 

opportunity to experience different cultures, as well as explore 

their own. We believe that being culturally competent is a 

necessary concept that shows every individual has worth and are 

respected.  

We believe that in order to better serve our families and 

community all staff and parents need to show respect to each 

individual own world view. We will develop positive attitudes 

toward cultural difference through gaining knowledge, skills, and 

communication interaction to better serve our families. This will 

then be reciprocated within our lesson and daily routines to show 

respect to all of our students and staff within our facility.  
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COURT ORDERS AFFECTING CHILDREN 

▪ In cases where the child is the subject of a court order, (e.g., 
Custody Order, Restraining Order, or Protection from Abuse 
Order), we must be provided with a certified copy of the most 
recent order and all amendments thereto.  

▪ The orders of the court will be strictly followed unless the 
custodial parent(s) requests a more liberal variation of the 
order in writing.  

▪ In the case where both parents are afforded shared or joint 
custody by order of the court, both parents must sign the 
request for a more liberal interpretation of the order.  

▪ In the absence of a court order on file, both parents shall be 
afforded equal access to their child as stipulated by law. We 
cannot, without a court order, limit the access of one parent by 
request of the other parent, regardless of the reason. 

▪ If a situation presents itself where one parent does not want 
the other parent to have access to their child, we suggest that 
the parents keep the child with them until a court order is 
issued, since our rights to retain a child are secondary to the 
other parent's right to immediate access.  
 

CONFERENCES 

All children enrolled at Child Star Development Center will be 
assigned a primary contact person (primary or lead caregiver). 
Please contact this person with concerns, questions and 
suggestions.   
  
Conferences will be scheduled on an as-needed basis.  A child's 
parent(s), primary caregiver, and/or the Director may request 
conferences.  Conferences may take place at the Center or on the 
phone.  
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DIRECTOR’S OFFICE 

The Director's office is ALWAYS open for all questions, comments, 

or concerns.  Please do not hesitate to stop by or call. 

PARENT NOTIFICATION PLAN FOR 

ACCIDENT ILLNESS INJURY & INCIDENT 

Child Star Development Center will notify parents when the Center 

observes changes in the child’s health, a child experiences an 

accident, injury, incident or when a child is too ill to remain in a 

group.  

ACCIDENT 

All accidents must be reported immediately to the program 

Director or designated staff.  An accident report must be written 

and signed by the Child care staff member who was responsible for 

the child’s care and the Director or designated staff member.  The 

incident report must be given to the parent at pick up and copied 

for the child’s file.  

Close supervision of children is the best anecdote to accidents.  

Staff are required to use risk management to keep the environment 

safe and hazard-free.  We strive to provide the best equipment, the 

best maintenance, and the best working conditions so all children 

are kept safe while they are in our care.  Staff are required to 

remove any unsafe equipment from their classroom or playground 

areas.  Safety is a joint effort that requires everyone working at our 

Center to be risk managers.  
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ILLNESS 

All changes in a child’s health, any accident, injury, or serious 

incident will be reported to the parent(s).   

Our Center will be aware and alert to the following signs of illness 

in children: 

▪ Fever over 100 degrees ▪   Urination Frequently 

▪ Vomiting   ▪   Listlessness/Stiffness of Muscles  

▪ Severe Aches and Pains ▪   Severe Cold/Flu Symptoms 

▪ Diarrhea   ▪   Rash or Skin Irritations  

If any of the above-noted signs are observed, the parent will be 

contacted by the primary child care staff member or the Director 

immediately. 

If a child is too sick to remain in a group, they will be moved to a 

designated area and observed until a parent arrives to pick them 

up.   

Parents are asked to be wise and keep their child home if the child 
shows any of the symptoms listed above on the night before or the 
morning that they plan to attend the Center. If a child is sent home 
due to an illness, the parent will also be asked to pick up the 
sibling(s).  Please also see the handout noting additional details 
regarding the sick policy.  
 

SERIOUS INJURY OR ILLNESS 
If a serious illness or injury occurs while a child is at the Center, the 

following measures will be taken: 

▪ Staff will administer first aid 
▪ If the situation warrants, 911 will be called 
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▪ Parent(s) will be contacted immediately via telephone by the 
Director or lead child care staff member. 

▪ If the parent(s) cannot be reached by telephone, a voicemail, 
text message, or email will be left.  

▪ If the situation warrants, the child will be transported by 
ambulance to the hospital emergency room. 

▪ The child will be accompanied by the Director, or a designated 
child care staff member who will stay with the child until the 
parent arrives.  
 

SERIOUS INCIDENT 
All serious incidents, including but not limited to any of the 

following will be reported to the child’s parent(s) via phone and the 

Child Care Licensing Bureau (CCLB) within 24 hours via phone, fax, 

or email.  

▪ A child is lost or left unsupervised.  
▪ Alleged sexual contact between children or a child and a staff 

member or volunteer. 
▪ Physical discipline of a child by a staff member or volunteer. 
▪ A child received medical treatment or was hospitalized for an 

injury, accident, or medical condition that occurred while the 
child was in care.  

▪ A fire on the premises of the Center that requires the use of fire 
suppression equipment or results in loss of life or property.  

▪ The Center is evacuated for any reason. 

The verbal report to BCCL will be followed by a written report 

within 72 hours of the verbal report.  The Incident Report (BCAL-

4605) will be used to report the incident.   Click the link below to 

view the document: Child Care Licensing Forms (michigan.gov) 

In the event of the death of a child in care, a licensee, licensee 

designee, or Director shall do both of the following:  

https://www.michigan.gov/lara/bureau-list/cclb/providers/forms
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▪ Immediately report it, in-person or via phone, directly to the 
child’s parent. 

▪ Report it to the department within 24 hours via phone.  The 
Center will speak to a representative of the department. 

▪ The Incident Report (BCAL-4605), as noted above, will be used 
to report the incident.  

If a child is involved in an accident, injury, or incident during the 

course of the day, the child care staff member that is responsible 

for the child’s care will also complete and sign a written report 

along with the Director.  The report will be placed in the child’s 

cubby. The parent or person designated to pick up the child will 

also be required to sign the report at pick up.  

If a parent or guardian wishes to discuss an 

accident/injury/incident further, they may meet with the Director 

immediately.  We ask that the parent/guardian schedule a 

telephone or face-to-face meeting if they wish to meet more 

extensively with the child-care-staff member.  This is so time can 

be set aside when the child care staff member is not responsible 

for the care of other children.  

Child Star Development Center strives to provide a safe and healthy 

environment for all children. However, we rely on accurate 

information from parents/guardians regarding their child and 

his/her medical needs and routines. We cannot assume 

responsibility for situations where a child is delivered to the center 

unaccompanied by a parent/guardian or where information 

provided is later discovered to be inaccurate. In addition, the 

parent/guardian will be responsible for any associated medical 

expenses incurred if we are required to elicit emergency medical 

care for a child. 
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COMMUNICABLE DISEASE 

If a Center becomes aware that a staff member, volunteer, or child 

in care has contracted a communicable disease, the Center shall 

notify parents and provide the following information:  

 
▪ The name of the communicable disease the children were 

exposed to.  
▪ The symptoms of the disease.  
▪ Prevention measures as recommended by the U.S. Centers for 

Disease Control and Prevention (CDC) at the following website: 
https://www.cdc.gov/DiseasesConditions. 

 

REPORTING ILLNESS: 
▪ If a child is absent due to illness, we request that the parent 

notify us.  This enables our faculty to keep track of any illnesses, 
which may occur at the Center.  This information will only be 
shared with faculty on a "need to know" basis, to take extra 
sanitation measures.  

▪ If a child has a communicable disease, we ask that the parent 
share the diagnosis with the Director, so that the parents of the 
children in the Center may be notified that a communicable 
disease is present. 

SEVERE ALLERGIES: 

▪ For the safety of the child, parents are required to provide a 
signed copy of the “Authorization for Emergency Care for 
Children with Severe Allergies” form, detailing any allergies, 
food or otherwise, from which their child suffers.  This form 
must be completed and signed at the time of enrollment or 
when the allergy is discovered.  

▪ This form must be completely filled out by the child’s physician 
and the parent or legal guardian and must be updated every six 
months or more frequently, as needed.  

https://www.cdc.gov/DiseasesConditions
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▪ In addition to this form, parents must provide a copy of any 
additional physician’s orders and procedural guidelines relating 
to the prevention and treatment of the child’s allergy.  

▪ This form can be obtained by request from the Director. 
▪ Parents must also execute a “Release and Waiver of Liability for 

Administering Emergency Treatment to Children with Severe 
Allergies” form. This form releases Child Star Development 
Center from liability for administering treatment to children 
with severe allergies and taking other necessary actions set 
forth in the “Authorization for Emergency Care for Children 
with Severe Allergies” form, provided we exercise reasonable 
care in taking such actions.  

▪ Any medication required to treat an allergic reaction must be 
provided in accordance with the Medication Policy detailed 
herein. 

MEDICATION POLICY 

Child Star Development Center will only dispense over-the-counter 
and prescription medications that are in their original, labeled 
container. 

Parents must fill out a Medication Form for all medication that 
needs to be dispensed (including diaper ointment/cream).  The 
Medication Form must be completely filled out and signed by a 
parent or legal guardian before ANY medication is administered. 

Prescription medications must have the pharmacy label attached 
containing the child’s name the physician’s name and telephone 
number, the pharmacy’s telephone number and the dosing 
instructions.  

When filling the prescription, parents are encouraged to request 
that the pharmacist provide two prescription bottles:  one for use 
at home and one for use at the Center.  
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Medications will only be administered according to printed dosing 
instructions.  

Emergency medication will only be administered by the Director, 
director or an authorized child care staff member and will be 
logged on the child’s medication form.  

All medications are stored in an area that is inaccessible to children. 

Medications that require refrigeration will be stored in a sealed 
container in the refrigerator in our kitchen.  

Medication that is expired or no longer needed, will be returned to 
the parent or destroyed.  

After the administration of medicine, the child will be observed for 
15 minutes for any adverse reactions. 

EXCLUSION POLICY FOR CHILD ILLNESS 

We know it is challenging for parents to manage the demands of 
work when a child is sick.  We encourage parents to plan in advance 
for this to make sure there is a backup care plan in place for those 
times when a child is too sick to attend the Center.  

Exclusion from the Center is necessary to reduce disease 
transmission or because the Center cannot adequately meet the 
needs of a sick while assuring other children continue to receive 
appropriate care.  

Reasons Child Star Development Center temporarily excludes 
children include, but are not limited to the following: 

▪ Fever over 100 degrees 
▪ Vomiting Listlessness/Stiffness of Muscles 
▪ Excessive Urination or Diarrhea 
▪ Rash or Skin Irritation 
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▪ Severe Aches or Pains 
▪ Severe Cold/Flu Symptoms 
▪ Communicable Disease 

TYPICAL DAILY ROUTINE 

DAILY SCHEDULE 

7:00 a.m. – 9:15 a.m.      Arrival -Greeting time, breakfast, 

    handwashing & toileting 

9:15 a.m. – 10:30 a.m.     Circle time/Music Movement 

Group Time w/Materials, Choice 
Time 

10:30 a.m. - 11:25 a.m.    Outside Time – Bathroom 
Break/Personal Care 

11:25 a.m. - 12:15 p.m. Lunch, Handwashing/Personal Care 

12:15 p.m. – 2:45 p.m.  Nap – Rest time 

2:45 p.m. - 3:00 p.m.      Bathroom Breaks 

3:00 p.m. – 3:20 p.m.     Snack  

3:20 p.m. – 3:45 p.m.    Free Play/Storytime.  

3:45 p.m. – 4:30 p.m.  Dinner 

4:30 p.m. – 4:45 p.m.   Toileting, handwashing,    

4:45 p.m. – 5:00 p.m.   Outside Time/Dismissal 
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CURRICULUM & ASSESSMENT 

Child Star Development Center prides itself on providing the 
highest quality of education to the children we serve. To achieve 
this, we utilize the High Scope Preschool Curriculum in all our 
classrooms. The High Scope Curriculum is a comprehensive, 
research-based program carefully designed to provide a rich 
academic foundation and foster child creativity, confidence, and 
independence [High Scope, 2023]. Play-based, child-centered, and 
grounded in research, the High Scope Curriculum features active 
learning at its core. In a High Scope classroom, children are guided 
to explore, interact, and exercise their creative imagination 
through purposeful play. This is done mainly through child-adult 
interaction. 

Each child care space has a lead caregiver to guide the curriculum 
and facilitate personalized interactions and play. 

DEVELOPMENTAL SCREENING 

It is a requirement, with your consent and collaboration, that 
Matrix Early Head Start Child Care Partnership must complete or 
obtain a current social and emotional and developmental screening 
to help identify concerns regarding your child’s developmental, 
social and emotional, and behavioral skills within 45 days. The 
screening tools that our program uses are ASQ:3 and ASQ:SE-2.  It 
would be in the best interest for your child to be screened to 
address any concerns early-on, to ensure your child has a fair 
chance in reaching the developmental milestones that we all look 
forward to.  
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Please complete your child’s ASQ Questionnaire using the QR 
Codes attached. You have 30 minutes to complete each 
questionnaire. 

If you need help, you can view the tutorial here:  
https://agesandstages.com/ks/how-to-videos/#silk-accordion-0-
29. When you click the link, scroll down until you get to "How To 
Complete a Questionnaire Using Family Access", click the arrow, 
and press the play icon.  Please note that the questionnaire must 
be completed online only. 

FOOD SERVICE POLICY 

NUTRITIOUS MEALS 

To establish good eating habits, Child Star Development Center 
provides a nutritionally balanced diet to promote healthy growth 
and development.  Breakfast, lunch and two nutritional snacks are 
supplied for all children who are scheduled at mealtimes.  All meals 
include food from the 4-food groups with an emphasis on fruits and 
vegetables. Meals are in accordance with the meal requirements of 
the Child and Adult Care Food Program.  Food is prepared on-site 
and served in the classrooms.  
 
Second helpings are available for hungry little appetites.  A menu is 
posted in the Center in a place visible to parents with noted food 
substitutions.  If a child has special dietary needs, the parent is free 
to supply their own food from home.  For children who are enrolled 
in evening care, dinner will be served at 3:45 p.m.  
 
Both parents and staff are required to wash hands before feeding 
any child or preparing food.  

https://agesandstages.com/ks/how-to-videos/#silk-accordion-0-29
https://agesandstages.com/ks/how-to-videos/#silk-accordion-0-29
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NAP/REST TIME 

In accordance with state guidelines, there will be a nap/rest/ quiet 
time incorporated after the scheduled lunchtime.  Our staff will 
respect and accommodate each child’s need to sleep or rest when 
tired and to wake up on his or her own when rested.   

Our staff will use these specific strategies at rest time: 
▪ Provide comfort and contact such as soft music and rubbing 

their back. 
▪ Help children settle down to nap or rest. 
▪ Provide quiet alternatives for non-sleepers. 

Parents should provide napping materials, which include blanket, 
pillow, favorite quiet toy or book, etc.  These items will be returned 
to the parent at the end of each week for laundering. 
 
Parent communication and information concerning individual 
sleeping rituals are important.  Please provide any pertinent 
information to the primary or lead Child care staff member.  It is 
important to remember that regardless of parent requests, sleep 
will never be withheld from children who appear tired or who ask 
for a nap. 

DISCIPLINE POLICY 

DISCIPLINE is the use of positive guidance techniques such as 
modeling and encouragement of expected behaviors. The goal of 
appropriate discipline is to foster self-esteem, to build character 
and to encourage children to respect themselves, other people, 
property and the environment around them.  

In the classroom, the staff and volunteer will:  
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▪ Use modeling, intervention and redirection strategies that 
assist and support the child to develop self-control and 
appropriate social behaviors. 

▪ Set clear limits that are simple, logical and consistent.  
▪ Redirect unacceptable behavior. 
▪ Intervene to explain consequences for unacceptable, harmful 

behavior. 
▪ Encourage children to express their feelings.  
▪ Give positive suggestions and feedback by explaining to 

children what they can do rather than what they cannot. 

  

OUR STAFF WILL NEVER: 

▪ Physically punish a child or use derogatory language to demean 

a child.  

▪ Confine a child in anyway. 

▪ Withhold meals from a child. 

▪ Deny a child rest time or use of the lavatory. 

▪ Yell or raise their voice to intimidate a child.  

 
CLOTHING 

At Child Star Development Center, we require uniforms and ask 
that parents provide: 

One complete set of comfortable washable clothes including 
underwear and socks: Labeled with the child's full name.  

Weather-appropriate attire: Children should be dressed according 
to the forecast.  

Lost & Found: While we take care to keep belongings safe, 
accidents can happen. We are only responsible for lost or damaged 
clothing due to our negligence. Label Everything! 
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Tips: 

Sending an extra set of clothes can be helpful, especially for 
younger children who are potty training. 

Comfortable shoes are important for active play. 

Consider packing a hat and sunscreen during sunny weather. 

All clothing should be weather appropriate, including hats, gloves, 
scarves and coats for winter and a hat and sunscreen in the 
summer.  We will be playing outside daily.  

 
Please remember to replace the extra clothes that are sent home 
and to change these clothes as the seasons change.   

FIRST DAY OF SCHOOL 

WHAT TO BRING 

▪ Extra changes of clothes, socks and underwear that must 
always remain at the school. 

▪ A coat during the Winter.  
▪ Bug spray and sunscreen during the Summer. 
 
All items must be marked with the child’s full name. 

SEPARATION ANXIETY 

If a child has never attended child care before, please feel free to 
come a little early and spend some time helping the child to adjust. 
After the first day please develop a routine in the mornings to help 
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your child prepare for the day ahead. If your child cries when you 
leave, please don’t keep running back to them. Within the first 10 
minutes their crying will usually taper off. If it doesn’t, we will 
contact you and let you know. Adjustment periods vary, but most 
children are fully adjusted and accustomed to the child care routine 
within the first 2 weeks.  This time is usually harder on the parents 
than on the children, feel free to call and check on your child if you 
are concerned. 

FIELD TRIPS 

Child Star Development Center supplements the classroom 
curriculum with off premise field trips. Parents are required to give 
written permission for their child to attend each field trip. 
Notification of a field trip will be sent home in advance of the trip, 
with all pertinent trip information including, destination, date, 
time, reason for trip, cost, and mode of transportation. 

If parents wish to attend the trip with their child, they should 
discuss attending with the classroom teacher. We provide all 
required supervision for all field trips. 

CONFIDENTIALITY POLICY (PRIVACY 

RIGHTS) 

Parents and guardians of students under the legal age of 18, have 
specific rights to privacy regarding student records. School 
personnel cannot release any information outside the school 
district unless they have received a release signed by the parent or 
guardian 18 years or older. The Michigan School code provides a 
penalty of up to $200 in fine and/or 90 days in jail for any school 
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official who provides students’ record information without proper 
authorization. 

PHOTOGRAPHS 

Please be advised that by signing The Written Documentation Form 
you acknowledge you have received a copy of this policy and give 
Child Star Development Center permission to photograph your 
child/children during daily activities.  Photos will be used only for 
children's special activities and may also be used for promoting our 
Center.  If you do not want your child photographed, please see the 
Director.  

BIRTHDAY AND HOLIDAY CELEBRATIONS 

BIRTHDAY CELEBRATIONS 

We are happy to help children to celebrate their birthday with their 
class.  Parents are welcome to bring in a special treat from home, 
however we ask that they keep in mind that many parents try to 
limit the amount of sugar their child receives.  There are many good 
choices that are both healthy, and a huge hit with the little ones!  
Feel free to ask your child's primary or lead care giver for some 
suggestions.  Please let us know when you are planning to provide 
a snack so that we may plan accordingly.  Our licensing rules 
prohibit the use of fire-lit candles. Frameless candles are 
acceptable.   

HOLIDAY CELEBRATIONS 

Child Star Development Center openly celebrates all traditional 
American holidays. These celebrations focus on family traditions, 
music, art activities, and fun.  They do not focus on the religious 
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aspects of these holidays.  If you do not wish your child to 
participate in these celebrations, please find alternate care on 
those days.  Likewise if your family celebrates other holidays, 
please feel free to speak to the Director and we would be happy to 
incorporate them into our celebrations.  This is done through 
stories, art projects, music, and/or special foods.  As always, if you 
have any questions or concerns, please don't hesitate to ask. 

AMERICANS WITH DISABILITIES ACT 

POLICY 

Child Star Development Center complies with the requirements of 
the ADA. In accordance with the policies and procedures, we will 
assure children, family and staff with disabilities are 
accommodated and not excluded from Center programs, activities, 
functions, except when to do so would fundamentally alter the 
nature of the services, facilities, privileges and programs offered by 
the Center. 

CHILDREN WITH SPECIAL NEEDS 

The inclusion of children with special needs has been shown to 
enrich the childcare experience for children and staff alike. At Child 
Star Development Center, we are committed to meeting the needs 
of all children, regardless of special needs or disabilities. Children 
with special needs will be accepted into our program under the 
guidelines of the Americans with Disabilities Act (ADA). If a child is 
identified as special needs by an accredited agency, documentation 
will need to be provided by the parent and professional personnel. 
All staff will be properly trained regarding students’ needs and 
accommodation will be made. Special needs children are allowed 
to integrate into the regular classroom setting. If special 
accommodation is needed the proper adjustments will be made to 
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best suite the child and the facility. This is important to create an 
inclusive environment.       

TRANSPORTATION POLICY 

Child Star Development Center prioritizes the safety and well-being 
of all children during transportation. We adhere to all state 
licensing regulations and recommendations for child passenger 
safety. This policy outlines procedures for routine transportation 
to/from home, school, field trips, and the use of our two center-
owned vehicles.  

PARENTAL PERMISSION: Written permission is required for all 
transportation, including routine school pick-up/drop-off and field 
trips. 

SUPERVISION: Children are always supervised by an adult while 
being transported and are never left unattended in vehicles. 

TRAVEL TIME: Travel times are limited to a maximum of one 
continuous hour to ensure children's comfort and safety.  SAFETY: 
Safety During Entering and Exiting Vehicles 
▪ Staff or volunteers ensure children are received by a designated 

adult (parent, staff member, etc.) upon entering or leaving the 
vehicle. 

▪ Children enter and exit the vehicle from the curbside whenever 
possible, unless in a protected parking area or driveway. 

PICK-UP AND DROP-OFF 
▪ We strive for pick-up and drop-off times as close as possible to 

official school opening and closing times. 
▪ Our responsibility for a child's safety begins when they board 

the designated vehicle and ends when they are safely dropped 
off at their designated location. 
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▪ Parents are asked to discuss safe behavior with their children 
while waiting for pick-up/drop-off, including avoiding 
dangerous activities and staying in designated areas. 

▪ Parents must inform the center in writing of any changes to 
their child's school schedule, such as early dismissals, late 
starts, or field trips. 

COMMUNICATION AND UPDATES 
This policy is subject to change, and any modifications will be 

communicated to parents in advance. For any questions or 

concerns regarding the transportation policy, please contact the 

center director.     

SAFETY AND SANITATION 

SANITATION AND CONTROLLING INFECTION  

▪ The Center is cleaned and sanitized on a regular basis. 
▪ This includes those surfaces that are known to carry germs such 

as table tops, door knobs, cribs, cots, changing table, toys and 
the bath room area.  

▪ Cots are washed (sanitized if used by another child) daily. 
▪ Cots used by the same child are sanitized weekly. 
▪ Children who have any type of communicable 

disease/condition are removed from care and may return to 
care only with a doctor's note. 

▪ Children who become ill while in care are moved away from the 
other children until they are picked up. 

 

HAND WASHING PROCEDURE 

To teach good HAND WASHING skills to children, staff will model 
and help children wash their hands as noted below.  Research has 
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shown that proper HAND WASHING is effective in reducing the 
spread of communicable illness/disease. 

At Child Star Development Center it is a practice to wash hands at 
the following times: 

▪ Upon arrival at the Center  
▪ Before and after handling food 
▪ Before and after every diaper change 
▪ After use of the bathroom  
▪ Before using the water table 
▪ After being outside 
▪ After blowing/wiping noses and whenever soiled 
 

SMOKING & VAPING 

For the health of all Child Star Development Center employees, 
children and associates, both smoking and vaping is prohibited 
anywhere on Center property. Parents are prohibited from 
smoking and vaping in the building, on the grounds, and in the 
parking lot of Child Star Development Center.  This is a State of 
Michigan mandated regulation. 

STAFF & VOLUNTEER SCREENING POLICY 

It is the policy of Child Star Development Center that all staff and 
volunteers including volunteers that are parents of a child in care 
are prohibited from having contact with any child in care if they are 
named on the public sex offender registry. 

SCREENING OF STAFF & UNSUPERVISED VOLUNTEERS 

All children child care staff members and unsupervised volunteers 
must complete a comprehensive background check and be 
determined eligible to care for children. Only child care staff 
members and unsupervised volunteers who have completed a 
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comprehensive background check and been found eligible will have 
direct unsupervised access to children.   

All child care staff members and all volunteers are required to sign 
a written statement indicating that: 

▪ They are aware that abuse and neglect of children are against 
the law; 

▪ They have been informed of the Center’s policies on child abuse 
and neglect; and 

▪ They know that all staff and volunteers are required by law to 
immediately report suspected abuse and neglect to Child 
Protective Services.  

Child care staff members and all volunteers having contact with 
children at least 4 hours per week for more than 2 consecutive 
weeks must provide verification to show they are free from 
communicable tuberculosis (TB). 

SCREENING OF SUPERVISED VOLUNTEERS 

Child Star Development Center welcomes both placement students 
and volunteers to our child care programs. We understand that it 
is a valuable part of gaining experience in a childcare environment.  
Volunteers and students can play an important role in supporting 
staff in the daily operation of child care programs. 
 
It is the policy of Child Star Development Center that supervised 
volunteers and students are not counted in the staffing ratio 
requirements. Further, no child will be supervised by a person 
under 18 years of age. As such, volunteers, students, and persons 
under 18 years of age will never be left alone with children. 
 
All supervised volunteers must receive a Public Sex Offender 
Registry (PSOR) clearance before having contact with children.  A 
copy of the clearance will be kept on file at the Center.   
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A notice is posted in the Center (in a place accessible and visible to 
parents) indicating that Child Care Academy requires a 
comprehensive background check on all of its employees and 
unsupervised volunteers.  
 

SUPERVISION OF STAFF, VOLUNTEERS & STUDENTS 

We understand the importance of supervising staff, students, and 
volunteers (including parents who may volunteer) based on an 
understanding of their roles and the guidelines established in the 
child care licensing rules.   
 
The Director or the designate is responsible for the recruitment, 
orientation, training and ongoing supervision of staff, unsupervised 
and supervised volunteers, and students. 
 
An unsupervised volunteer who is used to maintain the child care 
staff member-to-child ratio is required to complete all required 
professional development. 
 

Supervised volunteers, including parents and students, are not 
considered part of the child care staff member-to-child ratios and 
will never be left alone with the children. 
 
If supervised volunteers are used in any of our classrooms, the lead 
child care staff member or a designated child care staff member 
will provide “line or sight and sound supervision” of the supervised 
volunteer.  

ABUSE NEGLECT POLICY 

It is the policy of Child Star Development Center that all Center 
employees and volunteers adhere to child abuse and neglect 
reporting mandates.  Staff are required to report suspected abuse 
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and neglect, as required by law in accordance with the regulation 
set forth by the State of Michigan.  Staff are asked to report any 
concern regarding abuse or neglect to the Director immediately.  
However, reporting the situation to administration or other staff 
person does not relieve the Center employee or volunteer of their 
mandated responsibility to report to Children’s Protective Services 
(CPS). 
 
All Center employees and volunteers are required to sign a written 
statement indicating that: 

▪ They are aware that abuse and neglect of children are against 
the law. 

▪ They have been informed of the Center’s policies on child abuse 
and neglect; and 

▪ They know that all staff and volunteers are required by law to 
immediately report suspected abuse and neglect to children’s 
protective services. 

Who is Required to Report? 

Everyone who works with children is legally required to report 
abuse and/or neglect. Examples are: 

▪ Medical and Health Providers      
▪ Social Workers and Counselors      
▪ Child Care Providers and all Personnel 
▪ Clergy and Faith Leaders      
▪ Law Enforcement      
▪ School Administrators and Teachers       
▪ Etc.      

What has to be Reported  

“Harm or threatened harm to a child’s health or welfare that occurs 
by non-accidental physical, or mental injury, sexual abuse, sexual 
exploitation, or maltreatment, to a child under 18 years of age by 
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the child’s parent, legal guardian or other responsible people who 
is responsible for the child’s health and welfare.” 

Indicators Include but are not Limited to:  

Physical Abuse: Sores, burns, bruises, injuries on the body, and a 
reluctance or vagueness about where these originated. Injuries 
may not match the explanation.  

Neglect: Consistent signs of hunger, inappropriate dress, poor 
hygiene (unwashed clothes, hair, and body odor); regularly displays 
fatigue or listlessness; unattended medical needs.  

Sexual Abuse: Unusual sexual awareness or behavior. 
Inappropriate sexual behavior such as attempting to insert tongue 
in someone’s mouth; pain, itching, bleeding, or bruises in the 
genital area; persistent sexual play with other children, themselves, 
toys, or pets; withdrawal or depression.  

Other signs of possible abuse or neglect include Extremely 
aggressive and/or passive behavior.  Delays in development. Fear 
of parents or adults. Unusually shy, avoids other children and 
adults. Avoids physical contact. Apt to seek affection from any 
adult. Reports of being hurt or abused. 

It is not the responsibility of staff to investigate whether abuse or 
neglect has occurred. The Center employee/volunteer must not 
attempt to conduct their own investigation either before reporting 
it to CPS or during the CPS investigation. 

Where and How to Report 

As mandated reporters, Center employees and volunteers are 
required to make a verbal report immediately by calling:  

1-855-444-3911 – Staff should remember to ask for the log 
number for their complaint.  The log number will be 
required for the written report.  
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A written report (DHS-3200) must be filed within 72 hours.  This can 
be done online at:  

http://michigan.gov/dhhs 

Click: “Abuse and Neglect” 

Click: “DHS 3200” 

 A written report may also be faxed to (616) 977- 1154 or (616) 977-
1158 or emailed to DHS-CPS-CIGroup@michigan.gov 

In case of an emergency or if a child is in immediate danger, staff 
should dial 911 first. 

When child abuse and/or neglect is suspected, the Center 
employee or volunteer will only obtain enough information to 
make a report. If a child starts disclosing information regarding 
abuse and/or neglect, the Center employee/volunteer is required 
to ask open-ended questions, if necessary, to determine whether a 
report needs to be made to CPS. Staff must not lead the children 
during the conversation.  

EMERGENCY CRISIS MANAGEMENT 

PLANS 

Written emergency and crisis management plans have been 
developed by the Center.  Emergency plans are posted in each 
classroom in a place that is visible to parents.  We conduct drills 
and practice these plan procedures with the children and staff 
regularly in compliance with the State of Michigan Child Care 
Licensing Bureau (CCLB) requirements.  Our goal is to ensure 
everyone is prepared in the event of an emergency. Should an 
emergency occur, parents will be contacted as soon as possible, 
made aware of the situation and given directions on how to pick up 
their child.  

http://michigan.gov/dhhs
mailto:DHS-CPS-CIGroup@michigan.gov
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CHILD CARE LICENSING REPORTS 

The state of Michigan recently passed legislation, relieving child 
care providers of the responsibility to maintain a physical center 
licensing notebook.  The reports previously contained in the 
notebook are maintained on the Child Care Licensing Bureau 
website.  Therefore, the Center does not keep a licensing notebook, 
but internet is available onsite. Reports from at least the last three 
years are available at www.michigan.gov/michildcare. 
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The Child Star Advantage 

By choosing Child Star, you're not just enrolling your child in 
childcare – you're giving them the opportunity to: 

Make Lasting Impacts: Our nurturing environment allows your 
child to explore, learn, and grow alongside passionate educators. 

Thrive in a Positive Community: We foster a welcoming and 
inclusive atmosphere where children and families feel supported. 

Benefit from Collaboration: Our dedicated team works together 
to provide a stimulating and enriching experience for all children. 

Our staff are an essential part of our team.  It is comprised of 
teachers who have chosen to contribute their talents and 
expertise to the children in our Center. Without these dedicated 
individuals, our Center could not serve the community at 
large.  Once again, we enthusiastically welcome you to the Child 
Star Development Center! 

CONTACT US 

Hadassah McKnight, Principal & Director 

Address: 10201 West 7 Mile 

Detroit, MI 48221 

Phone: (313) 340-2224 

Email: childstarnews@gmail.com 

 

 


