First Lutheran Childcare Center Parent Handbook   2025



Table of Contents: 
Page 2		Welcome, mission, vision, and philosophy
Page 3-4		Admission, Hours of Operation, Day Closed		
Page 4		Inclement Weather Policy
Page 5		Classroom Downsizing Policy 
Page 6-7	 	Registration, fees, and PTO
Page 8-9		Programming
Page 10-11		Contracts, tax statements, methods of payment 
Page 12-13		Transportation, Authorized Pick Up, Absence Notifications
Page 14-15		Pet Policy, Field Trip Policy 
Page 16-18		Child Guidance, Behavior + Biting Policy
Page 19-21	Prohibited items, child abuse/conflict, confidentiality and parent communication
Page 22-23		Family Provided Items 
Page 24-26		Health and Sickness Policies
Page 27		Building Information 
Page 28		Evacuation Procedures
Page 29-31		Health and Wellness, Food and Meal Preparation
Page 32		Misc. Information 
Page 33-34		Breastfeeding Policy/CACFP












[image: A black text on a white background

AI-generated content may be incorrect.]






Welcome to First Lutheran Childcare Center! We are honored to have the opportunity to become part of your child’s developmental and spiritual learning. Parents are welcome to visit any time during regular hours of operation. We look forward to working with you to provide your child with a high-quality program that best fits the needs of your family.

Mission
FLCC’s mission is to embrace families and provide a nurturing Christian environment for all God’s children through loving, quality care that focuses on meeting the needs of the whole child.

Philosophy
The philosophy of First Lutheran Childcare Center is the belief that children need a safe and nurturing environment that will enhance their spiritual, social, emotional, cognitive, and physical growth and development.

Our goal is to provide meaningful learning experiences for children at their individual level of development. We accomplish this by providing children with the opportunity to participate in a variety of age- appropriate, cross-curricular, hands-on activities, such as: dramatic play, music, art, science, language, literature, math, cooking, field trips, guest speakers, special events, computers, sensory, games and outside play. Each day consists of self-guided play, teacher-directed activities, and small and large group time.







Admission
First Lutheran Childcare Center is licensed by the state of Wisconsin to provide childcare and educational programs for 136 children, ages 6 weeks to 12 years.

First Lutheran Childcare Center practices an open enrollment policy; admission is non-discriminatory upon reason of race, creed, color, handicap, gender, national origin, or ancestry.

Hours of Operation
First Lutheran Childcare Center is open twelve months a year, Monday to Friday from 6:30 a.m. to 5:30 pm.
Children may not be enrolled at First Lutheran Childcare Center for more than 10 hours per day.

Insurance
First Lutheran Church with Church Mutual Insurance Company of Wisconsin provides coverage. First Lutheran Childcare Center is listed as an additional endorsement under the General Liability Coverage.

Days Closed
First Lutheran Childcare Center is closed for all major holidays and three staff development days each year. First Lutheran Childcare Center may also need to close due to inclement weather or emergencies. Parents are responsible for making alternate arrangements for their child when First Lutheran Childcare Center is closed.

Since holidays and staff development days are paid staff days regular tuition rates apply. Tuition credit will not be granted.

Holidays
New Year’s Day 
Good Friday
Memorial Day
Fourth of July
Labor Day
Thanksgiving
Day after Thanksgiving
Christmas Eve 
Christmas Day 

**Please note that if a Holiday falls on a Saturday or Sunday, we will be closed in observance on a Monday or a Friday. 


Staff Development Days
The 3 days for staff training and development will be determined on a yearly basis. Parents will be notified at least four weeks in advance. These are typically Spring, summer and Fall. 

Inclement Weather Closure

Starting August 2023, FLCC will follow the New Richmond school district’s inclement weather policy. Per the school district of New Richmond: 
We would like to remind everyone of our district’s emergency and inclement weather procedures and protocols. Please know that everyone will be notified through our emergency notification system (blackboard) in the form of a phone call, text and/or email of any school closure, late start of early dismissal. We will also be posting winter weather information on local TV stations, district social media platforms and informing WCCO radio station.

Should inclement weather or other emergency situation(s) require the district to close school(s) the following procedures shall be followed: 

· In the event that inclement weather occurs during morning drop off, parents will need to watch for an email from First Lutheran Childcare Center to inquire about hours of operation for the day. If staff are not able to safely arrive at First Lutheran Childcare Center, parents will receive an email regarding care and hours of operation for that specific day. 

· In the event that inclement weather occurs during the day, parents will be notified through email and asked to make arrangements to have their child picked up as soon as possible to ensure that First Lutheran Childcare Center children, parents and staff can return home safely.

Emergency Closure
In the event that an emergency occurs during the day that necessitates First Lutheran Childcare Center to close, parent will be notified by phone or email and asked to make arrangements to have their child picked up as soon as possible to ensure the safety of all First Lutheran Childcare Center children and staff. 

Permanent Closure
In the event that First Lutheran Childcare Center will close permanently, parents will be notified at least four weeks in advance. 





Classroom Downsizing Policy (adopted 12/2024)

In the event that FLCC is unable to retain a desirable number of teaching staff, this downsizing policy shall be implemented. The “desirable number of staff” is considered the number of qualified staff providing licensed ratios in all classrooms, as well as float teachers to provide coverage for breaks and opening/closing shifts. This policy is in place to prevent the inconsistent shifting of children between classrooms, combining of children among age groups, and closing classrooms in which families are already enrolled. 

Upon separation between classroom employee (teachers and/or assistants) and FLCC, new enrollment of infants will be temporarily paused until a new staff person is hired, begins employment, and FLCC is sufficiently staffed. 

If the period of operating short-staffed exceeds one month, an enrollment freeze in the infant classroom will continue, with additional classroom enrollment freezes implemented as determined by Director and Board Facilitator(s). 

This does not apply to the children of FLCC staff, who will be given priority in enrollment regardless of classroom assignment.  

























Registration Packet
Before your child’s first day of attendance, you must complete and return the enrollment forms listed below within 48 hours of start of care date:
· Childcare Enrollment
· Emergency Information and Parental Permission
· Food Program Forms (Annual renewal)
-CACFP Enrollment Form
-Household Size Income Statement
· Health History and Emergency Care Plan
· Intake for Children Under Two Years of Age
· Schedule Contract
· Tuition Express Forms
Due within thirty days of first day of attendance:
· Child Health Report with Doctor’s Signature
· Immunization Record

Registration Fee and Deposit
A non-refundable registration fee and a one-week non-refundable tuition deposit (which will be credited towards your child’s first week of attendance) is due with your child’s registration prior to the first day of attendance.

General Fees

Tuition Rates	See Tuition Schedule
Registration Fee	$50 per child
NSF Items	$25 per NSF item, see non-payment policy
Cash/Check Payment Fee	$6 per time Credit Card Payment Fee
Late Payment Fee	$10 per day that it is late
Late Pick-up Fee	$75 per child, per occurrence after 10 minutes
Summer Activity Fee	$75 per child, $100 per family of 2 or more  (Every June)
Field Trip Fees	Charged on a per trip basis

Early drop off or late pick up fee will be charged at a rate of $75.00 per child 10 minutes or more after contracted drop off or pick up time. To allow our center to stay in ratio it is necessary to pick up your child between contracted drop-off and pick up times. If an extenuating circumstance arises, an agreement must be made with the director before approval. Occasionally early drop off or late pick ups can be accommodated upon communication and verbal confirmation with the program coordinator or director. 

Program Placement = Tuition Rate
Program placement is determined by a child’s age. Every fall the entire class will transition to the next program. A child’s tuition rate for that school year/summer will be determined by their program classroom placement. 



First Lutheran Childcare Center Programs

Age
Under 1 Year Old  to 18 months....	Infants + Baby Tots
Less than 2 Years Old.............	Tiny Tots
2 Years Old.............................	EP1 + EP2
3 Years Old.............................	EP2  +  Preschool
4 Years Old............................. 	Kinder Ready (Wrap Care) 
4-5 year Old............................	4K Program 

Family PTO Policy 

At the beginning of each school year (September-June), all Consistent Care Contracted Families will be given Family PTO equal to the number of days as their Fall weekly schedule contract. Family PTO days can be used for a daily tuition credit when the child is absent from FLCC for the entire day or when FLCC is closed. FLCC reserves the right to modify your family PTO as Scheduled Contracts change during the school year or for families that start after the first day of school. If you are unsure of your available Family PTO, please contact Tara. Note that family PTO must be used during the fall contract dates. PTO will be prorated dependent upon your first day of enrollment. PTO is not available for summer contracts. 

*Please see yearly contract dates at the beginning of each school year or Family PTO is forfeited. PTO Expires at the end of each contract. 

How to claim PTO
When you would like to use your Family PTO, please email Tara at taraf@firstdaynr.org and our finance coordinator, finance@firstdaynr.org with the PTO dates that you are requesting. The tuition amount will then be credited the following week to ensure that your child was absent on the requested dates. All unused Family PTO will be forfeited on the first Friday in June of that school year.












Program
Each classroom follows a daily schedule which incorporates age- appropriate activities. After 8:15am, the children will be with their respective age group, unless ratios permit otherwise. The monthly themed curriculum has been designed to encompass educational and recreational learning experiences within a faith-based environment. The tool used for educational references is WMELS (Wisconsin Model Early Learning Standards).  The activities will be posted in your child’s classroom for your observation.

Children ages six weeks to one year of age will follow an appropriate schedule for playing, eating and sleeping. Infant activities will be coordinated with the parents and teachers through daily verbal and written communication.

Children ages one year old and up will include large muscle, small muscle, sensory, math, language, dramatic play, music, art, outside play, social and cognitive skill building as well as culturally diverse activities.

Holiday Celebrations
Classroom celebrations take place for several holidays, including but not limited to:
· Valentine’s Day
· St. Patrick’s Day
· Good Friday/Easter
· 4thof July
· Thanksgiving
· Christmas Eve
· Christmas Day
· New Year’s Day 

Religious Education
Chapel Time
All children two years and up will participate in chapel time once per month from September-May. Chapel time will be done in the sanctuary by a First Lutheran Childcare Staff and/or church staff member.


Christian Education
First Lutheran Childcare Center staff will incorporate a weekly Bible theme in the classroom. Activities will include bible stories, songs, crafts, puppets, games and more.

Vacation Bible School (VBS)
Optional: Based on the First Lutheran Church’s schedule, every summer First Lutheran Childcare Center children will attend VBS at First Lutheran Church. 


AM and PM Care
Age groups may be combined from 6-8am and from 4-6pm. This is done
as the number of children increases or decreases in each age group. Staff during these hours will be determined by the total number of children. First Lutheran Childcare Center staff will provide children with activities that will vary from the usual daily events.

Full-time Priority
First Lutheran Childcare is a full-time only facility. 




































Schedule Contract
Your tuition is calculated according to the Schedule Contract you submitted for your child. Tuition refunds are not issued for absences from contracted days.

Schedule Contract Options
Consistent Care
· Child attends First Lutheran Childcare Center on the same days every week
· A scheduled contract form must be submitted prior to the first
day of care
· Consistent care rates apply:
· Three-day, four day and five-day options are available
· Additional day rate (less than five days per week):
Applies to non-contracted days
· Switching days are not allowed, unless prior approval from the Director and 2 weeks’ notice is received.
· Accounts are charged regardless of attendance
· A multi-child discount is available (Discount applies to lowest tuition rate)
· Tuition is processed through the automated Tuition Express system prior to care provided


Schedule Changes
To change your child’s schedule, you must submit a schedule contract change form, at least two weeks prior to the effective date of change.

Schedule contracts change forms are available upon request.

Invoices and Receipts
Invoices and receipts will be emailed by request only.

Multiple Child Discount
All families with more than one child will receive a discount. After the first child, each additional child will receive a 10% tuition discount.

Tuition Rates

See Tuition Schedule
Since Holidays and Staff Development days are paid staff days, regular tuition rates apply. Tuition credit will not be granted.

Tuition Increases
First Lutheran Childcare Center reserves the right to increase tuition at any time. Parents will receive written notice at least two weeks prior to the effective date of change.

Tax Statements
A year-end statement to be used for tax purposes will be prepared for each family who had children that attended First Lutheran Childcare Center during the previous year. Year-end statements will be distributed by January 31st. First Lutheran Childcare Center’s tax identification number will be printed on each year-end statement.


Financial Assistance
Childcare assistance may be available to qualifying families through county funds.
Childcare assistance clients are responsible for the following:
· All tuition and fees until First Lutheran Childcare Center receive written approval from the assisting agency.
· All tuition and fees incurred are not reimbursed by the assisting agency.
· Keeping their account current (late payment fees will be
accessed on all unpaid balances).
· Knowing when changes occur to their assistance and making to
appropriate adjustments to co-pay amounts.

Methods of Payment
Tuition Express
First Lutheran Childcare Center prefers that all tuition and fees be paid through the Tuition Express Auto Payment System. Funds can be drafted from a checking account, savings account, debit card or credit card (Visa or MasterCard). Payments can be drafted weekly, bi-weekly or monthly.

NSF Items
A $25 NSF Fee will be accessed for each NSF item. If two or more items are returned, First Lutheran Childcare Center will initiate disenrollment and will require that all payments be made with guaranteed funds (cash, money order or certified check). A $5 per week guaranteed funds fee will be accessed on account and the payment is required before childcare services are provided.

Past Due Accounts
All accounts must remain current. Failure to keep an account current will result in suspension/termination of childcare services.

Collections/Small Claim Process
Delinquent accounts will be sent to a collection agency or small claims court. As a result, childcare services will be permanently terminated.





Transportation
Parents must provide or arrange for transportation to and from First Lutheran Childcare Center. If transportation other than the parents is to be used (i.e. school buses, taxi, etc.) an alternate transportation form must be filled out, signed by child’s parent, and placed in child’s file.

Arrival and Departure
Upon daily arrival and departure, a parent or authorized drop off/pick up person must:
· Stop at the parent center to sign child in on the computer and
check the bulletin board for updates and highlights.
· Check your child’s cubby daily for newsletters and important information.
· Escort your child to/from their class.

Please note a First Lutheran Childcare Center classroom teacher will sign each child in and out on an attendance sheet each day upon arrival and departure.

Absent Notification
First Lutheran Childcare Center Phone Number 715-246-3199
· Parents are responsible for notifying First Lutheran Childcare Center by 9am when their child will be absent from or late to the program for any reason.
· If a child does not arrive by 9am a First Lutheran Childcare Center staff will call a parent to determine the whereabouts of the child.
· If a staff member spends time locating your child due to non-notification a $5 finder’s fee per child will be accessed.
· It is helpful when parents notify First Lutheran Childcare Center staff of prearranged absences in advance.
· First Lutheran Childcare Center is a non-profit, self-supporting program. Tuition refunds are not issued for absences from scheduled days.
Release of Children
Notification and Identification
First Lutheran Childcare Center staff must be notified in writing or by phone if someone else will be picking up your child. Program staff is authorized to ask for identification from anyone attempting to pick up a child.

Authorized/Unauthorized
The name of people authorized to pick up your child must be provided on your child’s enrollment/emergency forms. If an unauthorized person attempts to pick up a child, a parent will be contacted. If a parent cannot be reached, the child will be held until the proper pick-up person arrives. The police department will be notified if necessary.




Legal Custody
If legal action has been placed against one parent, it is the responsibility of the requesting parent to provide First Lutheran Childcare Center with the necessary court ordered documentation for First Lutheran Childcare Center to act in compliance with the request.

Under the Influence
If an authorized person is suspected to be under the influence when picking up a child from First Lutheran Childcare Center, he/she will be strongly encouraged NOT to take the child and someone else authorized to pick up the child will be contacted to provide transportation. To protect the safety of the child, the police will be called if no other authorized person is available.

First Lutheran Childcare Center Initiate Termination of Enrollment 

First Lutheran Childcare Center reserves the right to immediately terminate your child’s enrollment if any of the following conditions apply:
Child related conditions for termination of enrollment:
· Harmful/inappropriate behavior toward staff, children or other parents.
· Destructive behavior towards First Lutheran Childcare Center property.
· Failure to follow program rules and expectations.
· First Lutheran Childcare Center cannot meet the needs of your child.
· Parent-related conditions for termination of enrollment:
· Failure to complete, sign and return program forms.
· Harmful/inappropriate behavior toward staff, children or other
parents.
· Destructive behavior towards First Lutheran Childcare Center
property.
· Failure to adhere to First Lutheran Childcare Center policies and procedures.
· Repeated instances of late pick up.
· Consistently late or non-payment of tuition and program fees.
· Refusal to cooperate and work with First Lutheran Childcare Center staff to correct behavior concerns of their child.
· Repeated instances of failure to sign child in and out.

Parent Initiate Voluntary Withdrawal
To withdraw your child from First Lutheran Childcare Center, a written notice must be submitted at least two weeks prior to the effective date. Parents who withdraw their child without notice will be required to pay two weeks tuition regardless of attendance.

If you withdraw your child from First Lutheran Childcare Center and decide to use the program again, you will be required to complete and submit new enrollment forms, the non-refundable registration fee and the first week advanced non-refundable tuition to enroll.


Pets and Animals Visits
In compliance with WI DCF251.07, the following conditions apply; pets of any kind are not permitted in the building, including for show and tell or visits. Occasionally animals will be on site as part of a special event or on-site field trip, for which families will be notified in advance and have the option for exclusion. 

At enrollment, parents are asked to inform the center of any allergies to animals. All staff are notified of the allergy, and details are displayed with other necessary medical notifications. Visiting animals are kept inaccessible to children with allergies. Children are always supervised while handling visiting animals at the center. Visiting animals are kept away from: all eating and sleeping areas, food preparation areas, children’s toilet and handwashing facilities, other areas that cannot be cleaned and sanitized readily, sensory/sand bins. All people, including children, must wash their hands immediately after they have touched an animal. Any space that an animal visits outside of its enclosure will be cleaned following use and sanitized. In the event a child is being scratched or bitten by an animal and skin is penetrated, the wound will be cleaned with soap and water and parents notified immediately. Learning to care for animals and nature is an important lesson. Classrooms are encouraged to have non-toxic plans and finish to provide opportunities within safe parameters of group childcare.

Field Trip Notifications and Permission
Field trips are an important part of our program. We really enjoy visiting businesses, parks and events in our community. From time to time, we will also travel to other communities to experience fun and exciting activities.
Parents will receive advance notice of upcoming events and any additional fees.

A field trip permission slip will be sent home for outings that are more
than one mile from First Lutheran Childcare Center. Parents must sign and return each permission slip before their child will be allowed to participate. If our destination is less than one mile away a child’s enrollment form serves as permission to participate.

Field Trip Safety and Tracking of Children
· First aid kits, the center cell phone and child emergency information will be taken on all field trips.
· Each child will wear a field trip t-shirt provided by First Lutheran
Childcare Center.
· The children will be divided into small groups and each group
will be assigned to a First Lutheran Childcare Center staff.
· Each child will have a buddy.
· First Lutheran Childcare Center staff will count the children prior to leaving First Lutheran Childcare Center and frequently during the trip. A final count will be done prior to leaving to head back to First Lutheran Childcare Center.
· Once at the destination (to and from) and all the children are
off the school bus, a First Lutheran Childcare Center staff person will check every seat on the school bus to make sure that no child is left behind or unattended on the school bus.


Field Trip Transportation
First Lutheran Childcare Center will travel to and from field trips by
school bus.
First Lutheran Childcare Center will contract school bus services from North America Central School Bus
Kobussen Bussing
785 Noble Road
    New Richmond, WI 54017
       Phone: 715-500-2147
        www.kobussen.com



























Child Guidance
Our goal is to help children develop self-control, self-esteem and respect for themselves and others, so they can become happy, responsible, cooperative participants in their community. First Lutheran Childcare Center promotes a positive approach to managing the behavior of children.

If a child demonstrates behavior which has a negative impact on themselves or others, the staff will take one or more of the following steps:

Prevention
Every effort will be made to make reasonable adjustments, in the following areas, to accommodate the unique needs of each child:
· Environment
· Grouping of Children
· Activities

Positive Redirection
Staff will help the child identify acceptable alternatives to unacceptable behavior and help the child understand the impact of his/her behavior on self and others.

Modeling
Staff and peers provide positive modeling of appropriate behavior. Children learn to take responsibility for their actions.

Setting Limits
Simple behavioral expectations are established at First Lutheran
Childcare Center.
Staff will:
· Tell children what is expected of them in a positive, yet firm manner
· Make sure children understand what expectations mean
· Apply expectations consistently and appropriately
· Use natural and logical consequences

Time Away
A First Lutheran Childcare Center staff member will help a child find a safe spot where they can take some time away from the group to gain control. When the child has gained control and is ready, they may rejoin the group.

Managing Crying, Fussing or Distraught Children
Crying is normal for infants and children. First Lutheran Childcare Center staff has been trained on ways to address a crying child. First Lutheran Childcare Center staff is also trained in Shaken Baby Syndrome.

To soothe a child staff will ask these questions:
· Is the baby wet?
· Is he/she hungry?
· Is he/she gassy?
· Is he/she tired?
· Is he/she over-stimulated?

More things to try…
· New positions
· Rhythmic motion
· Warmth
· Soothing sounds
· Touch

Behavioral Biting Policy
First Lutheran Childcare Center recognizes that biting is common among young children, and difficult to avoid in a group child care settings.
Unfortunately, biting can occur without warning, and provokes strong emotional responses in the biter, the victim, the parents and the caregivers involved. We know that children may bite for a variety of reasons; however, our program will focus on effective techniques that address the reasons for biting. The following steps will be taken should a biting incidence occur:
· The injured child and biter will be separated from one another.
· Teacher will comfort the injured child.
· Teacher will wash the injured area off with soap and water.
· Biter will be asked to assist in gathering an ice pack and towel to
give to injured child, to help heal their wound.
· Teacher and biter will talk about positive choices they can make instead of biting.
· The child who bit will be removed from other children until they are able to regroup, and return with positive, friendly behavior.

Additional steps that staff and FLCC will follow:
1. After both children have been calmed, and have rejoined classroom, teacher will write an incident report for each child; child who was injured and the child who bit.
2. Incident will be written in the medical logbook in the classroom that incident took place.
3. Teacher will contact parents: phone call with a message left if
parent is unable to answer.
4. If a child bites more than two times in two weeks, a meeting will be held with the child’s parents, teachers and center director or childcare board member. This meeting will need to take place within 24 hours of second biting incident. The child’s enrollment may be suspended during this time if there are additional concerns.
a. The meeting will be used to discuss:
i. Reasons for biting
ii. Timing and environment of biting
iii. Action plan to prevent future incidents.
b. Following action plan, if biting occurs again –
i. 2nd time – suspended for remainder of day and following business day
ii. 3rd time – expelled (2-week grace period may be given)
Rest Time
· Children ages one through five years old will have nap/rest time after lunch.
· If a child is awake after thirty minutes of rest time, they may get up to do quiet activities while the other children nap.
· The length of naps will be determined by the needs of the children or parent request.
· Each child will sleep on a nap cot. Parents will need to provide a
crib sheet and blanket for their child.
· Nap bedding will be sent home weekly to be laundered.

SIDS Prevention
All healthy babies will be placed on their backs to sleep unless a medical condition requires a different sleep position. A signed letter from a child’s physician will be required if there is a medical condition requiring sleep position accommodations.

The First Lutheran Childcare Center infant teachers will follow the SIDS
prevention guidelines listed below:
· Infants under twelve months of age shall be placed on their
backs on a firm tight-fitting mattress for sleep in a crib.
· Soft mattresses, pillow or other soft surfaces shall be prohibited
as infant sleeping surfaces.
· All pillows, quilts, comforters, soft toys and other soft products
shall be removed from the crib.
· When infants can easily turn over, they shall be put down to sleep on their back, but allowed to adopt whatever position they prefer to sleep.
· Unless a doctor specifies the need for a positioning device that restricts movement within the crib, such devices shall not be used.
· FLCC will require a sleep sack for each enrolled infant to stay at the facility. 








Prohibited Actions
In accordance with the Wisconsin Licensing Rules for Group Child Care Centers, the following actions are prohibited at First Lutheran Childcare Center:
· Spanking, hitting, shaking or inflicting any form of corporal
punishment
· Verbal abuse, threats or derogatory remarks about self or family
· Binding or trying to restrict movement or enclosing in a confined space such as a closet, locked room or similar cubicle
· Withholding or forcing meals or naps
· Punishing for lapses in toilet training
· Sexual abuse

Reporting Child Abuse and Neglect
Under Wisconsin State Law all professional staff that works with children is required to report all suspected physical abuse, emotional abuse, sexual abuse or neglect of children to authorities.

Administrative Structure
First Lutheran Childcare Center works in conjunction with the First Lutheran Church staff, council and the childcare board. First Lutheran Childcare Center is overseen by the childcare board which consists of:
· Six Congressional Representatives
· Two Church Council Representatives
· One First Lutheran Childcare Center Parent Representative
· One Treasurer
· One Center Director
· One Church Pastor

Conflict Resolution
If you have questions, concerns, comments or recommendations please take them to the Center Director. If you feel the director has not handled a situation appropriately and it cannot be resolved, please take your concern to the Parent Representative of the childcare board. His/her name and number are on the parent bulletin board.

In the event you need immediate assistance, and the Director is out of the center, please contact the campus administrator in the church office at 715-246- 2133.

Confidentiality
All information provided to First Lutheran Childcare Center regarding a child will remain completely confidential and may only be viewed and/or discussed by First Lutheran Childcare Center staff or parent of the child. First Lutheran Childcare Center staff will provide child information in the event of an emergency where medical attention is necessary.


Parent Observation and Visits
Upon written request, a parent may observe all records and information at First Lutheran Childcare Center that is specific to their child.

Parents are welcome to visit First Lutheran Childcare Center any time during hours of operation, unless restricted by court order. If legal action has been placed against one parent, it is the responsibility of the requesting parent to provide First Lutheran Childcare Center with the necessary court ordered documentation in order for First Lutheran Childcare Center to act in compliance with the request.

Communication with Parents
It is imperative to have good communication between First Lutheran Childcare Center staff and parents. First Lutheran Childcare Center implements several forms of communication techniques:

Verbal Communication
Daily conversation between First Lutheran Childcare Center staff and parents is very beneficial for all participants.

Parent Center
At the parent center you will find the Parent Bulletin Board and Licensing Information.

Center Memos
Center memos will be sent home as needed highlighting important information.

Classroom Bulletin Board
Each classroom will have a bulletin board to highlight class specific information.

Center wide Newsletters
Each month, a center wide newsletter will distributed via email and social media. A printed copy is available upon request.

Conferences
Parent/Teacher conferences for children are held twice per year (fall and spring) or as needed. Teachers track and record each child’s developmental progress and will share the information with parents at conference time.

Toys from Home
Things from home such as toys are discouraged unless specifically requested by the teacher for a special occasion (sharing time). We welcome items that can be easily shared with the entire group (books, cassette tapes, CDs, etc.). Please label everything brought from home. First Lutheran Childcare Center does not assume responsibility for lost or damaged items from home.


Snacks/Outside Food
All snacks or drinks must be consumed prior to entering the childcare wing. This helps to prevent any contamination of allergies. Families will be asked to take the snack or throw it away if a child enters a classroom with it.








































General Items Provided by Parents
Children need to be dressed in play clothes that are appropriate for the weather. Children will go outside every day (weather permitting) for a variety of active play opportunities, free play on the playground, nature walks/exploration, games, art/science experiences, sand/water play, walking field trips. If a child does not come with appropriate clothing, parents will be sent a reminder. 

FLCC will purchase spare clothes for those who forget to bring them. On the third notice, parents will be charged $20 per item of clothing that is being used in replacement of a child’s own clothing. This will be billed through tuition express and the item can remain at home. A supply list will be sent to each family upon enrollment.

Proper Outdoor Clothing
It is very important that children are dressed for the weather. Please make sure your child has the appropriate clothing and shoes that are labeled for the daily forecast. Extra items can be stored in your child’s cubby.

Infants and Baby Tots
(6 weeks – 16 months)
Diapers, wipes, diaper cream, powder, bottles, pacifier, extra clothing in gallon sized bags, sleep sack and/or items for comfort.

First Lutheran Childcare Center provides infant crib sheets and one brand of the following food items:
· Iron-fortified formula
· Iron-fortified cereal
· Baby food

If a parent prefers a different brand other than what First Lutheran Childcare Center offers they are responsible for providing those food items for their child

Tiny Tots
(less than 2 years old)
Diapers, wipes, diaper cream, powder, extra clothing in gallon sized bags, rest time items (blanket and crib sheet) and proper outdoor clothing for all seasons.

EP1 and EP2
(2 & 3 years old) 
Diapers, wipes, diaper cream, powder, extra clothing in gallon sized bags, rest time items (blanket and crib sheet) and proper outdoor clothing for all seasons.

Preschool
(3 years old)
Extra clothing in gallon sized bags, rest time items (blanket and crib sheet) and proper
outdoor clothing for all seasons.

Kinder-ready 
(4 years old)
Extra clothing in gallon sized bags, rest time items (nap mat or child sized sleeping bag) and
proper outdoor clothing for all seasons.

4K Program
(4-5 years old)
Extra clothing in gallon sized bags and proper outdoor clothing for all seasons.

Seasonal Items Provided by Parents 

Winter
All children need warm outside clothing every day.
· Important items include hat, mittens, jacket, snow pants, boots
· All children go outside during the winter months (when the
temperature is above 10 F and the wind chill is above 0 F).

Summer
Sunscreen is important to protect young children because they are very susceptible to sunburn. Yet applying sunscreen to children in a childcare program requires thought and careful planning. Sunscreen is considered a non-prescription medication and should be administered only if the parents give written consent.
· First Lutheran Childcare Center will provide sunscreen for your child for a fee and your completed medical form.
· Additional items for summer include bug spray, swimsuit and
towel.
















Exclusion Policy
Children who exhibit the following symptoms may not attend First Lutheran Childcare Center:
· Temperature of 100.4 F or higher (even if it is being controlled)
· Signs of noticeable discomfort
· Sore throat
· Discharge from eyes
· Undiagnosed rash
· Upset stomach
· Diarrhea 
· Vomiting
· Profuse nasal discharge and/or sever cold symptoms
· Any communicable disease
· On medication for a communicable disease less than twenty-
four hours

Parent Notification
If a child displays any of the symptoms listed above during the day, a parent will be notified and required to make arrangements to pick up their child within one hour  
· A late pick-up fee will be accessed at $1 per minute past the one hour time limit.
· The child will be isolated from the group and kept as comfortable as possible until picked up.

Exclusion Form
At time of pick up the pick-up person will receive an exclusion form stating the child has displayed symptoms of illness while at First Lutheran Childcare Center. This form will also state the requirements for returning to First Lutheran Childcare Center. The First Lutheran Childcare Center Director, Teacher and pick up person must sign this form.

Return Policy
A child may return to First Lutheran Childcare Center once they have been symptom free for twenty-four hours without fever/pain relieving medication.

Right to Refuse
First Lutheran Childcare Center reserves the right to refuse admittance of a child for the day if symptoms are present at the time of drop off.

Safe Health Practices
To ensure that First Lutheran Childcare Center staff and children remain as healthy as possible, the staff at First Lutheran Childcare Center will do the following:
· Wash hands frequently
· Enforce a strict health policy
· Disinfect toys and center daily

General Illness and Communicable Diseases
If a child is diagnosed with any illness or communicable disease, the parent must notify First Lutheran Childcare Center immediately. Any diagnosed illness or communicable disease will be posted to inform parents of the exposure. Please see Director for current COVID-19 health policies. 
If you have any questions regarding symptoms, exclusion or return requirements contact one of the County Public Health agencies:

St. Croix County Public Health	715-246-8344 
Polk County Public Health	715-268-3133

General Health Exclusions and COVID-19 Policies

Illness health exclusion policy
Home is the best place for a child who is ill. Below are guidelines to determine when to keep children home from FLCC. Policies are based on guidelines provided by the Center for Disease control and prevention and is at the discretion of the director. A child will be sent home for the following, but not limited to: 
· Fever of 100.4 or greater
· Any unexplained vomiting episodes.
· 3 or more unexplained episodes or watery or loose stool in 24 hours OR sudden onset of loose stools.
· Serious, sustained coughing, shortness of breath or difficulty breathing. 
· Undiagnosed rash
· Drainage from a sore that cannot be contained with a bandage OR sores that are increasing in size or new sores that develop throughout the day. 
· Symptoms that prevent the student from active participation in usual school activities or student is requiring more care than school can provide with typical comfort measures. 

Addendum to Illness Health Exclusion Policy Approved 2/18/2025
Reminder that COVID aside, with all illness, First Lutheran Childcare’s health policy states that the individual child who is sick and being sent home must have a full 24 hours healthy that includes, but not limited to: 
· 24 hours fever free (without medication)
· 24 hours symptom free (without medication) 
· Vomit, diarrhea, loose stools
· Unexplained rash 
· Drainage of open sores 
· Serious, sustained cough, shortness of breath of difficulty breathing 
· At least 3 doses of antibiotics if prescribed by the doctor. (and follow MD restrictions or exclusions) 
Note: First Lutheran Childcare’s policies are the same regardless of vaccination status.
· All family members (positive and not positive) need to quarantine from FLCC for 3 full days after a household member’s positive test date. 
· Example: Positive test date is Wednesday (Day 0)
· 3 day quarantine (all household members) is Thursday (day 1), Friday (day 2), Saturday (day 3). 
· Return dates require a negative COVID test 24 hours prior to returning. 
· If additional family members test positive, the 3 day quarantine starts over with a new positive test date being day 0. 
· Please monitor symptoms and take precautions (masking and avoiding high risk individuals) for a full 10 days after a positive test date. 
Medication
If a child needs medication while at First Lutheran Childcare Center, the following information is required before medication will be dispensed.
· Parents will need to complete and sign an authorization to administer medication form for each medication, cream, lotion, etc. 
· All medication must be in an original container/package
· Prescription medication must have the pharmacy label with child’s name, name of drug, dosage, duration, administering instructions, date and physician’s name.
· Non-prescription medication must be in the original package labeled with child’s name, dosage, duration and administering instructions.

First Lutheran Childcare Center will not administer medication with a verbal approval. All medication will be logged in our medication/ accident logbook.













Smoke-free Premises
First Lutheran Childcare Center is a smoke-free facility. Smoking is prohibited on the First Lutheran Childcare Center premises.

Building Temperature
First Lutheran Childcare Center in compliance with state licensing guidelines will keep the indoor temperature between 68 F and 71 F.

First Aid and Emergency Care
The First Lutheran Childcare Center staff is certified to administer infant and child CPR and first aid. First Lutheran Childcare Center staff is also trained to use universal precautions when handling blood borne pathogens or infectious diseases. Each classroom at First Lutheran Childcare Center is equipped with a first aid kit.

Standard first aid will be administered for minor injuries. The First Lutheran Childcare Center staff attending to the child’s injury will record the incident in the medication/accident logbook. They will also complete an accident/incident form to be given to the parent upon pick up.

In the event that a child requires emergency care, food emergency or allergic reactions, 911 will be contacted and the First Lutheran Childcare Center emergency care plan will be followed:
· The child’s parent will be contacted as soon as possible in the
event of an emergency situation.
· If a parent cannot be reached a person listed on the child’s emergency information form who is authorized to care for the child will be contacted.
· In an extreme emergency, an ambulance may be needed to transport the child to the nearest hospital. All expenses incurred will be the responsibility of the child’s parent.
· A First Lutheran Childcare Center staff member will stay with the child until the child’s parent or another authorized adult is present.
· The child’s emergency information will be taken with to the nearest hospital at the time of the injury.

When possible, First Lutheran Childcare Center will use the local medical
facility located in New Richmond:

Westfield Hopsital
535 Hospital Road
New Richmond, WI 54017
715-246-2101
www.westfieldshospital.com
                                                                                          





Evacuation and Tornado/Severe Weather Procedures
A diagram is posted in each room at First Lutheran Childcare Center that indicates two escape routes from the building in case of a fire and where to go in the event of severe weather. All First Lutheran Childcare Center staff is trained in emergency evacuation and severe weather procedures. First Lutheran Childcare Center staff and children practice fire and severe weather drills monthly. In the event of an evacuation, the bus garage will be contacted to assist in the relocation of the children and staff. 

Children under the age of two and with disabilities will be transported by teaching staff to the designated area regardless of what the emergency is. 

Fire
Children and staff will leave the building and walk to the far northeast corner of the parking lot. A head count will be taken to ensure everyone is present. Children under the age of two will be transported out of the facility with use of the evacuation crib. Children with disabilities will be assisted by the teaching staff. In the event of a fire during the winter months, the school bus company will be contacted to help transport the children to a warm, safe location. 

Tornado/Severe Weather
Children and staff will move to the interior childcare hallway. All classroom doors and main hallway door will be closed. Staff and children will assume the head tuck protective position.

Other Emergency
In the event of a missing/runaway child First Lutheran Childcare Center will follow these procedures:
· Notify the other First Lutheran Childcare Center staff that a child may be missing. Give the staff members the description of the missing child and ask them to search their classroom or other areas in the building.
· Ask the other children for more information on the whereabouts of the child.
· If the missing child has in fact left the building have a staff member search the immediate area by car.
· Contact local police.
· Contact the parent/guardian about missing/runaway child. Request that the parents contact other relatives or friends who may know the whereabouts of the child.
· If child is found request the parent/guardian notify the director/ staff member.

Lockdown 
In the event of a lockdown, the children and teachers will remain behind locked doors. The teachers will barricade the classroom doors and work to keep the children calm. The NRPD will be contacted immediately. The parents will be emailed ASAP with the communication. The facility will implement its lockdown protocol. Once all clear and threat is gone, the parents will be notified.


Health and Wellness
At First Lutheran Childcare Center our mission is to provide children and families with experiences that promote healthy eating habits and daily physical activity. Our goal is for health and wellness to become a concept that staff, parents and children embrace and incorporate into everyday life. First Lutheran Childcare Center staff will assist with developing lifelong healthy lifestyles for the families we serve by modeling, communicating, educating and being active participants.

First Lutheran Childcare Center participates in the Wisconsin Child and Adult Care Food Program. First Lutheran Childcare Center serves nutritional meals that meet or exceed all guidelines and licensing regulations.
 
Meal Preparation
All meals are prepared on the premises by the First Lutheran Childcare Center cook. Annual Child and Adult Care Food Program training is required for all kitchen personnel. The cook also completes 4 hours every year of continuing ed regarding food safety. 

Posted Menus
First Lutheran Childcare Center follows a four-week rotating menu cycle that changes with the seasons.

The weekly menus are posted on the bulletin board outside each classroom and at the parent center. The classroom teacher will also post the daily menu on the wipe off board outside their classroom. A parent of a child under two years will also be notified of what their child eats on their daily sheet.

A copy of each weekly menu is available upon parent request.

Nutritional Value
First Lutheran Childcare Center values good nutrition and healthy eating habits. All items prepared are in a commercial kitchen with little cross contamination of other foods. We take into consideration the use of processed and homemade items, to which we have supported nutrition labels for the products we serve. 
· Fruits = fresh, frozen or canned in natural juice
· Vegetables = fresh or frozen
· Grains, Breads, Pastas = 100% whole wheat or whole grain
· Milk = Whole (1-2 years old) and 1% (ages 2+)
· Water = available all day on a self-serve basis







Meal Patterns
Per the Child and Adult Care Food Program guidelines, First Lutheran Childcare Center follows the required meal patterns for breakfast, lunch and afternoon snack.

· Breakfast
· Grains
· Fruit
· Milk
· Lunch
· Protein (Meat or alternative) 
· Fruit or Vegetable
· Grains
· Milk
· Afternoon Snack
· Fruit, Vegetables, Grains, Protein (Meat or Alternate) Water, Milk 

The afternoon snack is served each day. Two of the five components will be offered at snack. 

Mealtime Practices
Children are encouraged to do as much as possible for themselves at mealtimes, such as serving themselves and clearing their dishes. First Lutheran Childcare Center practices family style meals in which staff and children pray before eating and are encouraged to engage in appropriate mealtime conversations.

Infants will follow their own feeding schedule. First Lutheran Childcare Center provides iron-fortified formula, iron-fortified cereal and baby food. Once infants are ready for table food they will be offered the same food prepared for the other children at First Lutheran Childcare Center.

Meal and Snack Times
Meal and snack times are subject to change as times will be based on the needs of the children and First Lutheran Childcare Center programs. Each meal service, excluding snack will be approximately 30 minutes.

Breakfast
· Infants, Tiny Tots      	7:50 am 	
· Kinder Ready	8:00 am 
· Early Pre 1 and 2	8:00 am
· Preschool 	8:00 am





Lunch
· [bookmark: _Hlk498615938]Infants, Tiny tots	10:45am
· Kinder-Ready	11:00 am
· Early Pre 1 and 2	11:15am
· Preschool	11:15am 

Afternoon Snack
· All age groups	2:15 p.m. 


Food Allergies
First Lutheran Childcare is a nut free facility
Children with diagnosed food allergies must have a completed  Eating and Feeding Evaluation/Children with Special Needs form on file. This form requires a signature from the child’s physician.
All childcare staff will be notified of children with food allergies.
Birthday Treats

First Lutheran Childcare Center encourages all children to share their birthday with their First Lutheran Childcare Center friends and staff. A child may bring a store-bought birthday treat to share with their class. The child’s parents should communicate their plan with the classroom teacher prior to the special day.






















Classroom Active Play Curriculum
Children will engage in organized active play daily. Classroom teachers implement the Healthy Movement and Active Play curriculum as part of their daily schedule. The curriculum is designed to bring kids and families together for fun-filled activities that teach the whole family about healthy habits that will last a lifetime. The curriculum provides includes a weekly theme and movement activities, a health lesson, literature selections and a parent extension note.

First Lutheran Childcare Center also periodically provides additional fitness activities, examples are kids’ yoga, kick boxing, aerobics, soccer, golf, martial arts and dance.

Health and Wellness Communication and Educational Opportunities First Lutheran Childcare Center will provide parents with up to date information about what is happening at First Lutheran Childcare Center as well as nutrition and physical activity opportunities through the year. Materials provided will be prepared and shared in a variety of ways.

Website
Visit the First Lutheran Childcare Center website for updates and additional resources at www.firstlutheranchildcare.org  

Wipe-off Boards
Each classroom has a wipe-off board located outside the classroom that is updated daily.

Bulletin Boards
Each classroom has a bulletin board located outside the classroom. 

New Richmond Vitality Events
First Lutheran Childcare Center will forward information about upcoming
community health and wellness events.

Parent Involvement
First Lutheran Childcare Center welcomes parent involvement and would love to have your help with any health and wellness area you may be willing to provide your expertise and/or talent. Contact the director to discuss your ideas, expertise and/or talent.

Licensing
Please see the copies directly outside the office for any information regarding our license. A licensing book is available for review upon request. 






Breastfeeding   Policy
First Lutheran Child Care Breastfeeding Policy 
Breastfeeding has been shown to be the superior form of infant nutrition, providing a multitude of health benefits to both infant and mother, and breastfeeding employees need ongoing support from childcare providers to provide milk for their babies.  FLCC subscribes the following policy. 

1. Breastfeeding mothers shall be provided a place to breastfeed or express their milk.
Breastfeeding mothers, including employees, shall be provided a private and sanitary place to breastfeed their babies or to express milk. This area provides an electrical outlet, comfortable seating and nearby access to running water. 

2. A refrigerator will be made available for storage of expressed breastmilk. 
Breastfeeding mothers and employees may store their expressed breastmilk in the center refrigerator in the infant room. Employees may store it in their classroom’s fridge. Mothers should provide their own containers, clearly labeled name and date. The center will follow guidelines from the American Academy of Pediatrics and Centers for Disease Control in ensuring that breastmilk is properly treated to avoid waste. Universal precautions are not required in handling human milk.

3. Sensitivity will be shown to breastfeeding mothers and their babies.
The childcare center is committed to providing ongoing support to breastfeeding mothers, including providing an opportunity to breastfeed their baby at drop off and pick up times of the day to hold off on offering a bottle, when possible. Artificial milks(formula) and solid foods will not be provided until by request. The mother may have to supply a Physician’s note stating this due to food program regulations. Babies will be closely held when feeding and bottles will never be propped. 

4. Staff shall be trained in handling human milk. 
All childcare staff will be trained in the proper storage and handling of human milk, as well as ways to support breastfeeding mothers. Staff will be trained during an orientation period. 

5. Breastfeeding employees shall be provided flexible breaks to accommodate breastfeeding or milk expression. 
Breastfeeding employees shall be provided a flexible schedule for breastfeeding or pumping to provide breastmilk for their children. Any additional time needed, the supervisor will make accommodations. This time is unpaid and may be used as their breaks. 

6. Breastfeeding promotion information will be displayed. 
The center will provide information on breastfeeding, including the names of area resources should questions need to be answered or problems arise. In addition, positive promotion of breastfeeding will be on display in the center as well as placing in both staff and parent handbooks. 


Adapted from the Mississippi Breastfeeding Coalition’s Building Breastfeeding Friendly Communities project by the WI Department of Health and Family Services in collaboration with the WI Breastfeeding Coalition Division of Public Health-Nutrition Section
PPH 40070 (6/03)
www.dhfs.state.wi.us/WIC


In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, the USDA, its Agencies, offices, and employees, and institutions participating in or administering USDA programs are prohibited from discriminating based on race, color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity in any program or activity conducted or funded by USDA.  

Persons with disabilities who require alternative means of communication for program information (e.g. Braille, large print, audiotape, American Sign Language, etc.), should contact the Agency (State or local) where they applied for benefits.  Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA through the Federal Relay Service at (800) 877-8339.  Additionally, program information may be made available in languages other than English.

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD-3027) found online at: http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a letter addressed to USDA and provide in the letter all of the information requested in the form. To request a copy of the complaint form, call (866) 632-9992. Submit your completed form or letter to USDA by: 

(1)	Mail:  U.S. Department of Agriculture 
Office of the Assistant Secretary for Civil Rights 
1400 Independence Avenue, SW 
Washington, D.C. 20250-9410; 

(2) 	Fax: 	(202) 690-7442; or 

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