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Welcome To The 2020-2021 School Year
GSRP At The Shamrock Center
Welcome to the Shamrock Center! The programs at this center are developed to provide students with rich learning
experiences and reliable care, in a safe environment. The Center is committed to giving every child a great start in
order to be successful in school and in life!
This handbook was developed to help families and staﬀ to understand the program’s philosophy, policies, and
procedures. The program is designed to be a partnership between families and staﬀ. Our staﬀ takes seriously the
responsibility to support parents and nurture children.
The Shamrock Center is ﬁnancially self-supporting. Parent fees, grants, and scholarships, provide the monies
needed for daily operational expenses.
The Shamrock Center staﬀ will provide developmentally appropriate activities for 3-year-old children through Age
13, using the HighScope Curriculum.
This packet of information contains all required forms, so you can easily enroll your child in any of the following
Shamrock programs; Little Shamrocks Preschool, Before and/ or After School Programs, Summer camp, Wrap
around care, and Schools Out. Each portion of these forms are important and needed to meet the program and
State of Michigan licensing requirements.
1.
2.
3.
4.
5.
6.
7.

Handbook Acknowledgement – page 29
Tuition Contract - page 30
Publicity release– page 31
Statement of Health for Kindergarten and above - page 32
Registration Form- page 33 and 34
Health Appraisal and immunization record ALL CHILDREN UNDER Kindergarten page 35-36
(Vision/Dental not required)
Child Information Form– page 37
All forms must be completed, and paperwork submitted, before a child may attend the program.

I am glad that you have chosen to join, The Shamrock Center. Marshall Public Schools has a strong reputation as a
progressive, caring and family-oriented system that puts children ﬁrst. The Shamrock Center carries on this tradition
and adds a new dimension by providing rich early childhood education programs and quality child care when school
is not in session.
Our doors are open to you at any time. You may drop by for a visit unannounced or by calling our oﬃce for an
appointment at 269-781-1298, or 517-629-7481. I look forward to working with your family.
Sincerely,

Michele Morgan
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What We Believe
Mission
All children will be safe, healthy, prepared, and eager to succeed in school and life.

Philosophy
Our Program is committed to giving every child a great start in order to be successful in school and in life.
We believe that:
●
●
●
●
●
●
●

●
●
●
●

Education happens beyond the school day and classroom.
A learning environment should be an inviting space with multi-faceted materials, that reﬂect the children’s
interests and experiences, and fosters independence.
Relationships are built on mutual respect and trust.
Social relationships are encouraged through learning conﬂict resolution and working cooperatively in small
and large groups.
The High-Scope curriculum promotes active learning and responsive teaching for various learning styles.
Assessment tools should use observation and documentation to record children’s current strengths while
planning for children’s growth.
Family involvements include various forms of open, respectful, two-way communication, volunteer
opportunities in and out of the program setting, events or activities while supporting family growth and
understanding of identiﬁed concepts that are relevant to them and opportunities to have their voices and
opinions heard, such as through advisory committees and program evaluations.
Education should reﬂect the children’s interests and home culture, and family home life and cultures should
be reﬂected and celebrated through materials and interactions.
Children learn through play.
Children deserve care beyond school in a supportive and enriching environment.
All areas of children’s development are interconnected, developing at his or her own pace, and possessing
individual strengths, interests, needs, and learning styles.

Goals for Children
●
●
●
●

To learn through active involvement with people, materials, events, and ideas.
To become independent, responsible, and conﬁdent – ready for school and ready for life.
To learn to plan many of their own activities, carry them out, and talk to others about what they have done
and what they have learned.
To gain knowledge and skills in important academic, social, and physical areas.

Center Goals
●
●
●
●
●

To provide safe, dependable, quality care for children.
To provide a variety of activities designed to enhance the physical, intellectual, emotional, and social
development.
To recognize and encourage the development of individual interests.
To provide a relaxed environment where children feel welcome.
To provide child care at a reasonable cost and a convenient location.
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PROGRAM OVERVIEW
Several diﬀerent programs are currently available to families enrolling at the
Shamrock Center, depending upon the age of the child and family choice.
Little Shamrocks
Little Shamrocks, is a structured and play-based preschool program, for three and four-year-old children, that strives
to develop the whole child using a HighScope curriculum. Students develop emotional, social, mental, and physical
growth through play and planned activities with the guidance of a qualiﬁed teacher and classroom aide. Children are
in attendance Monday—Friday for a part-day program. The adult-child ratio in the classroom is 1 teacher for every 10
children, with a cap set at 18 children.

Great Start Readiness Program
GSRP is a preschool program serving four-year-old children that turn 4 on or before September 1st of the current
school year. The program focuses on building skills to ready students for the transition to kindergarten. Children are
in attendance Monday—Thursday for either a school day or part day. Enrollment for GSRP is based on factors
established by the Michigan Department of Education which may place children at risk of educational failure. The
Great Start Readiness Program (GSRP) is operated by a grant received from the State of Michigan. The adult-child
ratio in every classroom is 1 teacher for every 8 children with a maximum of 16 students.

School Age Program Before and After School
The School Age Program oﬀers children the opportunity to learn and play with other children either before or after
their school day, or both. Breakfast and snacks are provided.
Transportation to and from schools is included in this program. A full-day program will be provided at an additional
cost on days when the school system is not in session. (A minimum number of children will be required for the
program to operate on non-school days. Pre-registration will be required for full-day sessions, and parents will sign
up for these special sessions at least two weeks in advance of full-day sessions and school vacations.)
Outdoor play and quiet times will be included in the daily schedule when the center is open for full days. School-age
teaching staﬀ will schedule daily activities, including age-appropriate sports, arts and creative expression, dramatic
play, discovery, and exploration. Children have the opportunity to plan projects and explore topics of interest. The
adult-child ratio in the school-age Before and after school programs is 1 adult for every 18 children.
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Non-Discrimination Policy
The Shamrock Center does not discriminate on the basis of race, color, national origin, sex (including sexual
orientation or transgender identity), disability, age (except as restricted by State of Michigan licensing and/or as a
factor necessary to the normal operation of the program), religion, military status, ancestry, or any other statutorily
protected category (collectively, "Protected Classes") in its educational programs or activities.
The Center shall not discriminate in its policies and practices, and does not tolerate harassment of any kind.
Equal treatment and service shall be available to each child, without regard to the Protected Classes, race, color,
national origin, sex, disability, age (except as restricted by State of Michigan licensing and/or as a factor necessary to
the normal operation of the program), place of residence, or social or economic background, to learn through the
curriculum oﬀered in this District.
Educational programs shall be designed to meet the varying needs of all students.

Cultural Competency Plan
The Shamrock Center welcomes, recognizes and respects all children’s home cultures. This includes but is not
limited to religion, language, race, celebrations, and socio-economic status, education level of family members,
child-rearing practices, and family structure in each home. We strive to reﬂect this through the policies and
procedures.
We have a written plan describing how the linguistic and cultural needs of our students and their families are met.
The Cultural Competency Plan describes how our staﬀ eﬀectively provide services to persons of all cultures, races,
ethnic backgrounds, and religions in a manner that recognizes, values, aﬃrms, and respects the worth of the
individuals and protects and preserves the dignity of each.
We encourage families to share information, skills, materials, and knowledge from their home culture throughout the
year. (Full policy is available upon request.)
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Curriculum
The Shamrock Center uses the HighScope Curriculum, a proven, research-based curriculum for learning. Highscope
emphasizes adult-child interaction, a carefully designed learning environment, and a plan-do-review process that
strengthens initiative and self-reliance in children. Teachers and students are active partners in shaping the
educational experience. Through active participatory learning, children have direct, hands-on experiences with
people, objects, events, and ideas to achieve powerful and positive outcomes. The HighScope Curriculum
integrates all aspects of child development; this approach enhances each young person’s growth in the foundations
of academics as well as in social-emotional, physical, and creative areas.
The HighScope Curriculum parallels the ﬁve dimensions of school readiness identiﬁed by the National Education
Goals Panel.
● Approaches to learning
● Language, literacy, and communication
● Social and emotional development
● Physical development, health, and well-being
● Arts and science: mathematics, science and technology, social studies, and the arts.
Studies found that children from a high-quality classroom using a HighScope curriculum:
● Showed higher social responsibilities
● Demonstrated higher employment rates and annual earnings
● Had higher educational achievements
● Took more responsibility with their family
The HighScope Preschool Curriculum not only helps young children excel in language and cognitive learning but
also promotes independence, curiosity, decision-making, cooperation, persistence, creativity, and problem
solving—the fundamental skills that help determine success in adult life. This comes through positive adult-child
interactions, a child-friendly learning environment, a consistent daily routine, and assessments that show what level
of development a child is at. More information is available at www.highscope.org.

Assessment

The Child Observation Record (COR Advantage 1.5) is the assessment tool that is used with the HighScope
Curriculum. The COR looks at early childhood development from infancy through kindergarten in eight content
areas:
● Approaches to Learning
● Social and Emotional Development
● Physical Development and Health
● Language, Literacy and Communication
● Mathematics
● Creative Arts
● Science and Technology
● Social Studies
● English Language Learning (when children’s ﬁrst language is not English)
Each child is assessed on their individual strengths through teacher observation, pictures, portfolio pieces, and their
own reﬂective processes. Daily anecdotal notes based on child observations will be recorded and scored in the
online COR assessment tool. Teachers will create a child development report at least twice a year to share with
parents at a conference. The results of all assessments will be shared with guardians and kept conﬁdential without
express consent from guardians.
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Sample Daily Schedule
8:30-8:45

Arrival:

Children are greeted by teachers

8:45-8:55

Greeting Time:

8:55-9:15

Snack Time:

Children and teachers share nutritious food and interesting conversation together in a relaxed, family-style
manner.

9:15-10:00

Outside Time:

Children and adults spend at least 30 minutes outside every day, enjoying vigorous and often noisy play in
the fresh air. Children investigate nature, work on art projects, run, jump, climb, and use their bodies in many
other ways!

10:00-10:15

Large Group Time:

Large-group time builds a sense of community. Children and adults come together for movement and music
activities, interactive storytelling, and other shared experiences. Children have many opportunities to make
choices and play the role of leader.

10:15-10:35

Small-Group Time:

A small group of children meet with an adult to experiment with materials, try out new skills, and solve
problems. Adults develop a small-group activity based on children's interests and particular skills, materials,
or content areas that suit children's developmental learning needs. Though the adult plans the activity and
sets it in motion, children make choices about how to use the materials and freely communicate their ideas.

10:35-10:45

Planning Time

A period during which children plan what they want to do during work time (the area to visit, materials to use,
and friends to play with)

10:45-11:45

Work Time:

Preschoolers carry out their plans, solve problems, and talk about what they’re doing with other children and
adults. Children carry out their initial and subsequent plans. Children can work with any of the materials in
any of the interest areas. Teachers observe children and look for opportunities to enter into children’s
activities to encourage and extend their play and help them wrestle with problem-solving situations, thinking.

11:45-11:55

Clean-Up Time:

Children bring their work-time activities to an end and work with adults to return materials to their proper
places.

11:55-12:05

Recall Time:

Children return to the same small groups they planned with to talk about their work-time experiences,
bringing closure to the plan-do-review process. Children may recall by pointing, displaying an object that
was used, pantomiming an action, or using a prop as teachers ask open-ended questions.

12:05-12:35

Lunch Time:

Children and teachers share nutritious food and interesting conversation together in a relaxed, family-style
manner.

12:35-1:35

Rest Time:

Rest Time is for napping or for quiet, solitary play on your own cot or mat.

1:35-1:50

Book Time:

Children and adults enjoy reading books together or individually

1:50-2:05

Large Group Time:

Large-group time builds a sense of community. Children and adults come together for movement and music
activities, interactive storytelling, and other shared experiences. Children have many opportunities to make
choices and play the role of leader.

2:05-2:25

Small-Group:

A small group of children meet with an adult to experiment with materials, try out new skills, and solve
problems. Adults develop a small-group activity based on children's interests and particular skills, materials,
or content areas that suit children's developmental learning needs. Though the adult plans the activity and
sets it in motion, children make choices about how to use the materials and freely communicate their ideas.

2:25-2:45

Snack:

Children and teachers share nutritious food and interesting conversation together in a relaxed, family-style
manner.

3:00-3:30

Outside Time:

Children and adults spend at least 30 minutes outside every day, enjoying vigorous and often noisy play in
the fresh air. Children investigate nature, work on art projects, run, jump, climb, and use their bodies in many
other ways!

3:30

Dismissal:

Greeting time provides a smooth transition from home to school. Teachers greet children, connect with
parents, and read books in a cozy setting. The message board gives children and teachers a chance to
share important information for the day. Parents often join us for this part of our day.
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ADMISSION POLICIES
All Programs are under the operation of the Marshall Public School District.

Little Shamrocks

Children must attain the age of three by the date of entry into the three’s program or will turn three by September
1st, of the current school year.
Children must attain the age of four by the date of entry into the four’s program or will turn four by September 1st, of
the current school year.
Children that have not attained the age of three or four by date of entry into the selected program, must have a
signed waiver on ﬁle, acknowledging the parent is aware that the child will be enrolled in a three-year-old or
four-year-old program.
****It is highly recommended that children are fully toilet trained, as we are not equipped for diapering or toilet
training.

Before and After School Programs

All students age three through age thirteen are eligible for enrollment in the Before/After School Program. Priority
for enrollment will be given to students who register for both before and after school.

Great Start Readiness Program

Children must attain the age of four by September 1, 2019, and families must meet state-determined income
eligibility and/or risk factors. Parents/guardians must be able to provide a birth certiﬁcate and proof of income as
well as documentation of risk factors. The program is free or at a low cost for families that qualify.

Registration and Enrollment

Pre-registration is required for all programs. Drop-in care will not be available. Full-day or half-day attendance on
non-school days will be available only to students that are currently enrolled in a Shamrock Center Programs and
are registered for the Schools’ Out Program.
The following must be completed and returned to the center before a child attends any of Shamrock Center
programs:
Registration Forms with Registration Fee (if applicable)
Tuition Deposit (ﬁrst TWO-week fees, if applicable)
Child Information Record
Fees Contract
Handbook Acknowledgement
Statement of Health
Publicity Release
Health Form and Immunization Record (Children under the age of 5)
A non-refundable fee of $25.00 per child, $30.00 per family, covers the administrative cost associated with
processing your child’s enrollment information. The registration fee does not apply to the GSRP preschool. This fee
reserves your child’s space in the program and your child’s ﬁrst day of attendance. If the program reaches maximum
enrollment, a waiting list will be maintained by the date of registration.
Payment of the registration fee and completion of the registration form required at the time of registration all other
forms required prior to the start of services.
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Schedule of Operation and Withdrawal
Days of Operations
The Great Start Readiness Program operates during the school year, Monday through Thursday. The Little Shamrock
Preschool operates during the school year, Monday through Friday. Before and After School Program is also Monday
through Friday.

Closure of Operations
The Shamrock Center is in operation year-round, except for scheduled Holidays, see Shamrock Calendar in the back
of the handbook.

Hours of Operations
The Shamrock Center will be open from 6:30 am to 6:00 pm, Monday through Friday. Exact hours for sessions will
be dependent upon bus transportation schedules.
●

Before School Care 6:30 am - 9:00 am

●

GSRP Preschool 8:30 am - 3:30 pm

●

Little Shamrocks Preschool 9:00 am - 12:00 pm

●

Little Shamrock’s Aftercare 12:00 pm - 6:00 pm

●

After School Care 3:30 pm - 6:00 pm

Withdrawal
A parent may withdraw a child from the program at any time. To withdraw a child, parents must notify the Program
Director in writing at least two weeks prior to the last scheduled date of attendance. All fees for the ﬁnal two weeks
are due at the time of the written notice. In the event of prepayment, reimbursement for payments after the
two-week notice will be available.
The Shamrock Center reserves the right in rare and extreme situations and after exhausting all strategies and
supports, to withdraw services for any of, but not limited to the following reasons:
●

Non-payment of fees and account is found to be over two weeks delinquent.

●

Excessive absences (See attendance policy)

●

A parent's display of inappropriate behavior toward staﬀ or children.

●

The program is found to be unsuitable to meet the needs of a particular child and the child’s needs may be
better met in another setting. The center's staﬀ will make every eﬀort to meet the individual needs of each
child enrolled in the program. There may be situations, however, where we may not be able to meet these
needs. The parent (s) will be kept informed of all eﬀorts and areas of concern through formal and informal
discussions with teachers and/or the Director.
Behavior that may result in an administrative withdrawal includes conduct that is injurious to the physical,
emotional, or intellectual well being of others in the center.

●
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Tuition, Fees, and Billing Policies
Children are enrolled in a reserved space in a given program. Fees are charged on the basis of enrollment, not
attendance. Tuition rates are established on a semester basis and upon the child’s schedule. Before school fees
include breakfast. Full-day preschool with child care fees include, school lunch on days when school is in session,
and healthy snacks. After school fees include a daily snack.
***On full days when school is not in session, children will be asked to bring a sack lunch, but snacks will be
provided.

NEW FEE SCHEDULE 2020
Fee Schedule Weekly
School Age Preschool
Preschool plus 4 hours
Before School (up to 2 hours)
After School (up to 2 hours)
Before and After School (School age)
Little Shamrocks Preschool (9 AM to 12 AM, M-F)
Preschool with full day child care
In addition to regular fees
Preschoolers add a day
Preschool/School age add extra hours, under 5 hours
Before or after school extra hours, under 5 hour

$90.00
$140.00
$50.00
$50.00
$90.00
$90.00
$180.00
$40.00
$25.00/segment
$25.00/segment

Non-School Days: (In addition to regular fees)
Current full time students
Schools Out ONLY program

Full Day
$35
$45

Half Day
$25-under 6 hours
$35-under 6 hours

Summer Camp
Schedule, Fee and Program information is announced every April.

Vacations, Illness, Absences and Holidays

Tuition is not adjusted or refunded for absences such as illness, vacations, or holidays. Each family is allowed a
one-week vacation credit during the school year. (September – June) A vacation request form must be completed
two weeks in advance of vacation dates.

Billing

Tuition billing will be done on a weekly basis and statements will be sent on Thursday, for the following week.
When a holiday falls on Monday and the Shamrock Center is closed, the payment schedule is adjusted to Tuesday.
All fees are to be paid in advance of service.

Payments

Payments are due each Monday by 6 PM. Payments are to be put in the locked cash box located on the wall in the
hallway.
It is preferred that families pay by check or money order. Checks should be made payable to Marshall Public
Schools, with a memo line reading “Shamrock Center.”
Cash payments must be exact amounts, enclosed in an envelope marked with the child and family name, amount,
date, and receipt number. The staﬀ does not have access to a cash box to make change. It is the parents’
responsibility to make sure they receive a receipt at the time their cash payment is dropped oﬀ.
Weekly receipts will be provided, and should be saved for tax purposes. Annual statements will be provided by
request.

11

Tuition, Fees, and Billing Policies
Late payments/ Administrative Withdrawal/ Late pickup/ Early arrival

A late fee of $10.00 per week will be charged for every week that fees are overdue. Termination of services in the
form of an administrative withdrawal may result in any account that is over two weeks delinquent. Late pick up or
early drop oﬀ fees are 25.00 per incident.

Additional fees (Registration Fee)

A non-refundable registration fee of $25.00 per child, $30.00 per family, covers the administrative cost associated
with processing your child’s enrollment information and reserves a space in a speciﬁc program.
Additional fees also apply for children who need child care beyond their regular schedule, (I.E. Friday care (when
GSRP is not in session), School Closure or Delay Days, etc.), additional fees may also apply for ﬁeld trips or special
projects.

Attendance during Non-School Days

The center will be open when school is closed for half or whole days. This includes parent conferences, staﬀ
development, and a portion of winter break, etc. A special sign-up form will be available for parents, a minimum of
two weeks before these days occur. Care is not guaranteed without signing up before the two-week deadline. All
children must have completed the full registration process to attend on days when the schools are closed. Special
billing charges will be assessed based upon each child’s schedule.

Emergency Closure billing

Billing will not be adjusted in the event of the center closing due to extreme weather conditions, or other emergency
closure, unless these days are in excess of 5 days during a single school year and occurring between August and
May.

Discounts

· A ﬁve percent (5%) discount is available for families with multiple children enrolled in full-time care.

Tuition Assistance

The Michigan Department of Licensing and Regulatory Aﬀairs (LARA), oﬀers ﬁnancial aid for families through the
Child Development and Care Program (CDC). Parents interested in the CDC program or wish to apply may go to
http://www.michigan.gov/mde, and follow the links to the CDC page.
Parents are responsible for paying for all services upfront. Your child care account will be credited when CDC
payments are received. It is the sole responsibility of the parent to keep all paperwork with CDC up-to-date. Should
a lapse in reimbursement occur, the parent will be responsible for the payment.
The Program Director can assist with the CDC application and advise you of other available scholarship assistance
programs that may be available.
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GUIDANCE AND DISCIPLINE POLICIES
(additional center policies available upon request)

Behavior management is the joint responsibility of students, parents, and center staﬀ. Staﬀ encourages self-control
and appropriate social behavior in children. Positive methods of developing these behaviors are used in the center.
When children are given meaningful choices, know the rules, have helpful and caring supervision in an enriching
environment, the need for discipline becomes less.
Staﬀ help students work through Conﬂict Resolution steps and children are encouraged to use a problem-solving
approach:
*Staﬀ will observe. If adults interfere in problem-solving too often or too soon, children will come to rely on adults to
solve problems.
*Staﬀ will approach and be available to model problem solving and negotiation skills. Staﬀ will suggest alternatives
that the children can try. Staﬀ and children together will resolve the problem.
*If children are unable to resolve a problem without adult assistance, staﬀ may choose to implement a “break,”
where a child or group of children may need to separate from the group or the activity for a few short moments.
Children in “break” will be given a choice of sitting quietly or participating in an activity such as reading while
calming down and thinking through alternative behaviors. The adult and child will talk about the decision to rejoin
the group when the child is ready.
Positive guidance techniques will be used to:
●
●
●
●

Help children become aware of their behavior and the consequences
Develop rules to protect the safety of children, protect property or help children learn to respect the rights
and feelings of others
Develop consequences that are natural or logical
Make accommodations to the learning environment or daily routine that will help each child to be successful
within the program.

If a child develops a pattern of inappropriate behavior, the staﬀ member, parent and child will meet together to
develop an individualized action plan for the child. It is our goal to work with families to help each child develop
self-control and to keep all children safe.
In every case, discipline is viewed as a positive, solution-oriented process in which children learn appropriate
behavior without damage to their physical or psychological well being.
The Shamrock Center does not permit, nor will it tolerate under any circumstances, the use of abusive or degrading
disciplinary methods including the following: Spanking/hitting, shaking, biting, pinching or other forms of corporal
punishment; Exclusion from outside time, gross motor experiences or daily learning experiences; Restricting a child’s
movement by binding or tying; Inﬂicting mental or emotional punishment (humiliating, shaming, threatening);
Conﬁning a child in an enclosed area such as a closet, locked room, box or similar cubicle. Violation of this policy by
any staﬀ member will be grounds for immediate termination of employment.
Conﬂict Resolution will be handled in the following manner:
●
●
●
●
●
●

approach social conﬂicts calmly, stopping all hurtful actions
acknowledge the feelings of children involved in the conﬂict
gather information from children on the problem
restate the problem so that all parties understand
ask children for ideas and solutions, encouraging them to choose one together
give follow up support as children act on their decisions
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Meals and Snacks
The program recognizes the value of nutritious, well-balanced meals and snacks for young children. We encourage
children to explore and discover new foods and new tastes. Snack and meal times are as follows: Morning snack
(10:00 a.m.) and lunch (12:00 p.m.), afternoon snack (2:30 p.m.). Menus are provided in advance and will be posted in
each room for parents to view. Meals and snacks are provided to all children in a family-style. This encourages
children to be independent in passing, scooping and pouring their own food. It also allows for meaningful
conversations to take place between adults and children and is an ideal time to model table manners.
***Snacks and meals are included in fees, except on non-school days and during the summer.
Snacks are not intended to take the place of a child’s breakfast or lunch, please be sure your child eats a good
meal before coming to school.

Food Allergies
If your child has an allergy or special dietary need, please inform the Program Director during the registration
process. Children with food allergies will be provided with substitute snack/meal foods upon receipt of written
notiﬁcation from a licensed physician.

Menu Substitutions
All substitutions will be noted on the menu on the day that the change occurs.

Handling food
We monitor and comply with local environmental health department guidelines and regulations. We receive our
prepared foods from a state-licensed kitchen.
Meals will be served in accordance with the minimum meal requirements of the Child and Adult Care Food Program.
In accordance with Federal law and U.S. Department of Agriculture policy, Shamrock Child Center and Marshall
Public Schools are prohibited from discriminating on the basis of race, color, national origin, sex, age, or disability. To
ﬁle a complaint of discrimination, write the USDA, Director, Oﬃce of Civil Rights, Room 326-W, Whitten Building, 1400
Independence Avenue, S.W. Washington D.C. 20250-9410 or call (202) 720-5964 (voice and TDD). USDA is an equal
opportunity provider and employer.

Parent Provided Lunches
Parents that choose to provide lunches must label lunches with ﬁrst and last name as well as a date. This may be
done with a slip of paper placed inside the lunch bag.

Lunches on Non-School Days
Parents must provide their child with a healthy sack lunch including a beverage since the school’s food services are
closed. A child will not be deprived of a meal if the parent fails to provide it.
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General Policies and Procedures
Conﬁdentiality
Staﬀ members will not discuss other families’, the children, or their behavior, with other staﬀ members, except as
directly related to the care of each child while in the program. Each family is respected.
Student Health/medical records and identifying information is kept conﬁdential. Please be assured that the
information you share with the teacher will be kept in the strictest conﬁdence. Occasionally information such as
allergies, IEP goals, behavior plans, demographics, etc. may need to be shared with individuals working with the
child (substitute teacher, principal/director, and support services staﬀ such as special education personnel).
Family Education Rights and Privacy Act (FERPA) gives parents and guardians the following rights:
●

The right to inspect student records maintained by a school district.

●

The right to prevent disclosure of education records to a third party without their consent except in certain
limited situations.

●

The right to request a correction of any part of the student record which you believe to be inaccurate,
misleading, or violates your rights.

●

The right to protest to the Family Educational Rights and Privacy Oﬃce Department of Education, 400
Maryland Avenue, SW, Washington DC 20202 concerning the program’s failure to comply with FERPA.

Child Abuse and Neglect Statement
The Shamrock Center staﬀ members are obligated by law to report to Child Protective Services any concerns of
neglect or abuse as observed during a child’s participation in this program. Michigan State Law mandates a Marshall
Public Schools’ employee to report all suspected cases of non-accidental physical and mental injury, sexual abuse,
sexual exploitation, or maltreatment and child neglect to the Child Protective Services of DHS. The law mandates
that all personnel engaged in the intake process, care, or treatment of children carry out reporting. This includes all
staﬀ. Reporting in good faith frees the staﬀ member from liability if the report proves to be unfounded. On the other
hand, willful failure to report opens the staﬀ member to criminal or civil liability.

Notice of the Availability of the Center’s Licensing Notebook
The program is licensed under DHS and follows all licensing guidelines and rules. A copy of these rules and
guidelines is located in the oﬃce as well as online at www.michigan.gov/dhs.
The center also maintains a licensing notebook. The licensing notebook contains all the licensing inspections and
special investigation reports and related corrective action plans since May 28, 2010. The notebook is available to
parents during regular business hours and is located in the oﬃce. The Licensing inspection and special investigation
reports from at least the past 2 years are also available on the child care licensing website at
www.michigan.gov/michildcare

Pesticide Prior Notiﬁcation
As required by section 8316 of 1994 PA 451, MCL 324.8316, The center will provide an annual notice to parents or
guardians informing them that they will receive advance notice of possible pesticide applications. The Center will
post a Pesticide Prior Notiﬁcation letter on the parent information board, in September, for the current school year.
This letter will include the dates of possible pesticide applications. Parents and Guardians will also receive a
monthly, email notiﬁcation to serve as a reminder of the dates of possible pesticide applications. These dates will
also be posted monthly in the hallway of the center.
If an application will occur, an advance notice containing information about the pesticide, including the target pest
or purpose, approximate location, date of the application, contact information at the center, and a toll-free number
for a national pesticide information center recognized by the Michigan department of agriculture will also be
included in an email and posting in the hallway.
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General Policies and Procedures
Rest Time Policy
Programs that operate 5 or more hours must have quiet/rest time. The rest time will be at least 45 minutes and no
longer than one hour, while accommodating for the individual needs of children. Quiet activities will be provided for
children after 20 minutes of resting and those who do not sleep. Children may bring their own blanket and stuﬀed
animal to assist them in resting. Children will assist with setting up and cleaning up as their abilities allow. Soft
music will be played, the lights will be turned oﬀ and staﬀ will provide a comforting, supervising presence while
children rest. Each child will be provided one mat to rest on, or parents may choose to provide their own from
home.
Mats/cots will be sanitized in accordance with licensing rules.

Attendance Policy

Please notify us if your child will not be in attendance.

Consistent attendance is one of the most important things you can do to help your child. Research shows
that regular attendance may be one of the biggest inﬂuencing factors in school success. Family attitudes
toward school are very powerful. These early experiences will lay the groundwork for future habits. Our
staﬀ is committed to having all children in school daily. Teachers will try many strategies to encourage
attendance and to follow up with families where attendance becomes infrequent. After multiple strategies
over an extended period of time with no result, the family will be notiﬁed of the child’s withdrawal of the
program if the slot is needed for families on the waiting list.

Program Evaluation

Each classroom will be rated using the Program Quality Assessment tool in order to provide feedback on
areas of strengths and areas for improvement. Results will be used to plan staﬀ training, revise
management practices, and seek additional resources.
Each classroom’s instructional staﬀ will be observed and given feedback at least twice per year by an
evaluator that is familiar with the curriculum. This feedback will be used to discuss strengths and improve
the quality of the program.
The center also uses a self-assessment and receives a score from the Great Start to Quality program. A
star rating is awarded to the center and is available for viewing on the Great Start Connect website,
www.greatstartforkids.org.

Photos

Photographs will occasionally be taken of children to display in the rooms. From time to time these
pictures are used for publication in local newspapers, classroom newsletters, posted in classes, shared on
electronic applications with the classroom families, etc. If for any reason you do not wish to have your
child photographed, please sign the appropriate form and inform the director.

Media

We do not make a practice of watching television and/or videos however, on occasion, we do use videos
to enhance learning. All media used is developmentally appropriate, media used is to support learning
and expand children’s access to content. All media shall be suitable to the age of the child in terms of
content and length of use. We also follow the State of Michigan licensing rules, with regards to the
frequency of screen time, during a week period, for children in a center setting.
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General Policies and Procedures
Outdoor Play
Outdoor play and fresh air are important for the healthy development of children. With the exception of extreme
temperatures, all children will play outside daily. If the child is well enough to be in school, he/she is well enough to
take part in all normal activities, including outdoor play. There are no staﬀ members scheduled to care for children
who cannot go outside due to illness or lack of appropriate clothing.
In hot weather, teachers will adjust the time outdoors, adjust the activity level, and will provide water for play and
drinking. In cold weather, teachers will make sure children are appropriately clothed for wet and cold, and will adjust
the time accordingly. When the outside temperature is above 85 degrees or below 27 degrees, teachers will refer to
the Child Care Weather Watch as a guide and use their judgment whether children can play safely outdoors or
should remain indoors.

Clothing
Children are active learners, comfortable, and easy to launder clothing that does not restrict play is best. Since the
weather changes frequently in Michigan, and active learners can be messy, we recommend that each child keeps a
complete set of extra clothing in their locker or backpack at the center. ***Please do not send children in their best
clothes, play clothing that is comfortable is best.
Children will play outside daily, weather permitting. Please be sure your child has appropriate clothing daily for
outdoor play, including boots mittens, head covering, and snow repellent outerwear.
Please clearly label all clothing and personal items with your child’s ﬁrst and last name.

Toys from Home
The center will supply toys and equipment appropriate for your child’s age. Special toys can be very comforting for
children when they're away from home. These toys are special and are not always shared, so we suggest that they
be put into the child's locker upon arrival. We will get them throughout the day as they are needed. Teachers will not
be responsible for these toys therefore, if your child is willing to leave these toys in the car for the ride home that is
best. Nap items, such as stuﬀed animals or dolls, can be kept in the locker, also. Please make sure your child's First
and Last name is clearly labeled on any items left at the center.

Field Trips

Field trips may be scheduled throughout the year. Parents will be informed in advance of scheduled trips, and are
required to sign a permission form for trips.
If a fee is involved with the ﬁeld trip, parents will be notiﬁed in advance.
Children may walk to local sites of interest for ﬁeld trips. If transportation is required, bus transportation will be
arranged through Marshall Schools’ Transportation Department or Dial A Ride Transportation.
From time to time, teachers may choose to take advantage of sunny weather to enjoy an unplanned walking
excursion around the school building or block, in the event this does happen a notice sign will be posted in the
classroom window to notify parents where to ﬁnd their children should they arrive at the center before the children
return.
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General Policies and Procedures
Notice of request for written log
Parents of children with special needs may request a written daily record that includes: food intake; time and type of food and
amount eaten. Sleeping Patterns; when and how long a child slept. Elimination pattern; including bowel movements, consistency,
and frequency. Developmental milestones. Changes in the child’s usual behavior. Please contact the Center Director if you feel
your child qualiﬁes and would beneﬁt from a written daily record.

Screening
Each child will be screened within two weeks of beginning the program, using the Ages and Stages Questionnaire to determine
if each child is developing as expected for their age. Families will be asked to provide information about their child’s abilities and
any areas of concern they may have. All results of these screenings will be shared and discussed with individual families.
Throughout the year, if further screenings are determined to be necessary, the family will be contacted for permission.

Referral Plan
Referrals for children that may have special needs will always be discussed with the family ﬁrst. Whether the program staﬀ or the
family is bringing the concern, the process of referral will be explained. Concerns will be documented, and an observation will be
requested. Staﬀ will develop a plan and try various strategies. Birth to 6 staﬀ may do additional screenings and evaluations, have
meetings with families and report results, and make plans for future action.

Special Needs Plan
The Shamrock Center is committed to the concept of inclusion. Staﬀ will make accommodations to include all children in the
learning environment and daily routine. Families and staﬀ work together to meet the individual needs of each child.
Communication is two-way and ongoing while respecting conﬁdentiality. Staﬀ will receive annual training on various strategies
and information on working with families and children with special needs.

Kindergarten Transition Plan
We hold Kindergarten round-up nights to help children and families transition to kindergarten. These are fun events but also
address how you can help your child transition. Children have the opportunity to explore diﬀerent parts of the kindergarten
school day, while parents have the opportunity to meet with school leadership to learn about the transition to Kindergarten.
Parents will receive valuable information about what they can expect for their child in Kindergarten and have an opportunity to
ask questions. At the ﬁnal home visit, teachers will provide parents with summer activities that help to continue to support the
transition to kindergarten during the summer months. Included in this packet is a list of books that parents can share with their
children to introduce the move to kindergarten. Also, during the ﬁnal home visit teachers will give parents the opportunity to ask
additional questions, and teachers will enter into casual conversations about diﬀerences between preschool and kindergarten.

General Policies and Procedures Drop Oﬀ and Pick-Up Procedures
For safety reasons when dropping oﬀ and picking up your child, a parent/guardian must accompany the child into and out of the
center. Each child must be signed in and out of the center daily by a responsible adult who is listed on the child’s emergency
card.
Children will only be released to persons listed on the child information record, unless the center is notiﬁed IN WRITING of a
change. The staﬀ may request photo identiﬁcation of anyone picking up a child. Siblings must be at least 15 and have a photo ID
to be authorized to pick up a child. No children are permitted to walk home. Children who enter or leave the program via the
school bus or Dial-A-Ride will be signed in or out by a staﬀ member.
Late pick up at the end of the scheduled session, after 5 minutes without notiﬁcation of a late pickup, the staﬀ will contact
parents. If, and when, after all, attempts to reach parents have been exhausted and staﬀ have waited at least 15 minutes, then,
staﬀ will begin calling persons designated as emergency contacts on the child’s enrollment forms. If contact with parents and
emergency contacts has been exhausted and no pick up can be arranged, staﬀ are required after a reasonable period of time to
contact local Public Safety Oﬃcers.
A parent with sole custody must supply legal documentation of custody arrangements before requesting the exclusion of the
non-custodial parent.
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Health Policies and Procedures
Health Policy
At the Shamrock Child Care Center, we are committed to maintaining high standards of hygiene. The continued
good health and wellbeing of the children is of primary importance to us. We will follow our health policy at all times.
(full center policy available upon request)
If your child does not attend school because of illness, he /she may not attend Shamrock Center. Please call the
center on days your child will not be in attendance. Shamrock Center in Marshall is 269-781-1298 and The Shamrock
Center in Albion is 517-629-7481.

Health Records

Before a child attends, the parents must provide a current, up-to-date record of the child’s immunizations. A Health
Appraisal Form, signed by the child’s physician, must be on record within 30 days of enrollment. This form must
include any restrictions, allergies, on-going medication, or special medical care needs. Health information must be
updated annually.

Illness

We make every eﬀort to keep abreast of new information relating to infectious and communicable diseases and
local health issues through the Calhoun County Health Department. The center will take the necessary precautions
to contain and prevent the spread of contagious illness or diseases. However, the center cannot guarantee that
contagious illnesses or diseases will be completely contained or will not spread to other children. Parents must
recognize that, while in care, it is possible that a child may be exposed to contagious illness or disease.

Communicable Disease

If the center becomes aware that a staﬀ member, volunteer, or child in care has contracted a contagious illness, then
the center shall notify parents of the name of the communicable disease, and the symptoms of the disease.

Sick Children

When a child becomes ill at the Shamrock Center, and is unable to remain with the group, the child will be placed in
a separate area and will be cared for until parents arrive. Notiﬁcations will be made in order of preference as listed
on the child information card.
Symptoms that require a child, staﬀ, and volunteers to be excluded from the center include the following:
● Fever of 100 F or higher within 24 hours
● Sore throat with fever
● Rash with fever
● Vomiting within 24 hours
● Ear-ache and extreme discomfort
● Diarrhea within 24 hours
● Severe coughing
● Head lice live
● Chicken Pox: until after sores have dried up
● Strep throat, Scabies, Scarlet Fever, Meningitis, Eye discharge and or Conjunctivitis (Pink Eye) and/or other
communicable diseases (most require medicinal treatment of 24 hours prior to returning.)
It is our wish to minimize the transfer of illness amongst the children. A child must be free of fever without the use
of fever reducers for at least 24 hours before returning to school.
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Health Policies and Procedures
Viral Infections

Ask your physician and use your best judgment. Consider the following: Is your child feeling up to attending? Will
his/her being there present any danger of spreading infection to others? Will being there cause his/her illness to get
worse.

Hygiene/ Hand Washing

We observe good practice in matters of hygiene at all times. We refer to Directions for Washing Hands as to proper
handwashing procedures. We expect all children and staﬀ to wash their hands regularly, at arrival time, before
handling food, after using the toilet, blowing nose, coughing, sneezing, handling animals, plants and insects, after
play outdoors. Procedures for handwashing shall be posted in food preparation areas and toilet rooms according to
Child Care Center Licensing rule R400.5902c.

First Aid

At the Shamrock Center designated members of staﬀ are responsible for administering First Aid and hold a current
First Aid certiﬁcate. First Aid Boxes are clearly posted, identiﬁable and accessible to all staﬀ. First Aid boxes are
replenished regularly and we only use supplies in sealed packages. We always use disposable gloves. We keep
up-to-date accident forms for both staﬀ and children, which is available to parents.

Blood/Bodily Fluids

Michigan law requires that a child that has bodily ﬂuids on his or her clothing cannot be exposed to other children.
Bodily ﬂuids include vomit, diarrhea, and blood. We use gloves before making contact with bodily ﬂuids during care
and all cleaning procedures, additionally masks may be worn.
-disposable gloves are discarded after use
-hands are washed with soap and water even though gloves are worn
-discarded items, including disposable gloves, paper towels, used bandages and dressings will be placed in a plastic
container which is kept closed and discarded daily or bagged separately in a special bag and taken out to be
discarded.

Cleaning and Sanitizing

At the end of each class and/or between class times we will ensure that cleaning chores are completed by staﬀ
and/or custodial services. We ensure toys, equipment, and other surfaces are sanitized on a rotating basis. Toys,
equipment, and surfaces that are contaminated with saliva, urine, vomit, feces, or blood will be sanitized
immediately.

Controlling Infection

The center will follow the guidelines in the Elementary School Student/Parent Handbook and the guidelines
recommended in the “ABC’s” of Safety and Healthy Child Care” (1996) written by the Department of Health and
Child Care Services, U.S. Public Health Service and Centers for Disease Control and Prevention. All staﬀ will receive
bloodborne pathogen training before having unsupervised contact with children. Emergency rules and procedures,
as well as CPR and First Aid, will be reviewed by staﬀ annually.

Coughing and Sneezing

Children are taught the proper way to cough/sneeze to avoid the spread of germs. Following are two ways to cover
a cough (or sneeze)
-Cough into a tissue and throw it away
-Cough into upper sleeve at elbow
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Health Policies and Procedures
Administration of Medication

In most cases medication should be administered by a parent or guardian before the child comes to school or the
child should be well enough to attend without needing medication. In some rare cases, emergency treatment
medications are needed (allergies, asthma, etc.).
Medication prescription or non-prescription shall be given or applied only with prior written permission from a
parent and physician.
The Shamrock Center will only administer, prescription or nonprescription medicine, according to the directions on
the container. All Medication must be in its original container, stored according to instructions, and clearly labeled for
the named child with the pharmacy label.
All prescriptions will be kept in a locked drawer and the caregiver shall only apply or provide prescription or
non-prescription medication according to the directions on the original container.
Sunscreen and insect repellant requires only written parental authorization annually.
The center shall maintain a record as to the time and the amount of medication given or applied with the signature
of the caregiver, the only exception to this is the application of sunscreen and/or insect repellant.

Accident, injuries, incidents, illnesses

The center staﬀ will provide ﬁrst aid for injuries. Our staﬀ are certiﬁed in First Aid, CPR, and infection control. We will
use the child information records with emergency phone numbers provided by parents, to contact family or
caregivers, as soon as possible in case of an accident, injury/incident, or when a child becomes too ill to remain in
the group. Child information card giving permission by a parent to the Shamrock Center to seek emergency medical
treatment will be kept on ﬁle at the center for each child. Parents must notify us should any of the contact
information change during the course of the year. If we are unable to reach either parents or emergency contact
numbers, then 911 and/or local authorities will be contacted.
Accident reports will be completed for all injuries, even minor bumps and bruises. The center shall submit all reports
required by the State of Michigan child care licensing as required in R:400.8158.

Serious Injury/ Illness

If your child needs emergency medical attention, you will be contacted and asked to pick up your child or 911 will be
called. In the event of a serious emergency, the lead teacher will stay with the injured or sick child until the parent or
help arrives or the lead teacher is relieved by the director. The assistant teacher will tend to the remaining students.
Minor cuts and scrapes will be treated with band-aids, ice packs, and staﬀ monitoring. Family notiﬁcations will be
made face to face or in a written notiﬁcation at the end of the day.
●
●
●

More critical injuries will be attended with ﬁrst aid care. Family notiﬁcations will be made immediately
following care, the family will be contacted by phone or email following the occurrence. This includes all
injuries that occur to the head.
If while waiting for a parent to pick up a child that is ill or injured and the condition worsens, 911 will be
notiﬁed and a child may be transported via ambulance to the local hospital.
Serious accidents may require removal to an emergency room or for paramedics to be called, we will
contact 911 immediately, this also will require immediate notiﬁcation of the family and or/ emergency
contacts by phone.
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Safety and Emergency Policies
Incidents
The center shall submit all reports required by the State of Michigan child care licensing as required in R:400.8158.
Incidents include but are not limited to: a child left unsupervised, a ﬁre, physical discipline of a child by a staﬀ or
volunteer, or alleged inappropriate contact. These incidents require immediate notiﬁcation of the parent/guardian,
administrator of the program, and a verbal report to DHS within 24 hours.

Emergency Closures
We will close if a state of emergency exists or if conditions prevent us from providing child care in a safe and orderly
environment. We will follow emergency procedures and contact families using phone numbers from their child
information records. We have procedures posted to reunite families with their children in the event that we must
evacuate or close due to an incident, emergency, or severe weather. Parents will be notiﬁed by the classroom
teacher and/or by e-mail of the evacuation and the location and time when they can pick up their child. If the center
must evacuate, all children will be transported by Public School Bus.

Weather-Related Closure, GSRP and Preschool Programs
The GSRP and Preschool programs follow the Marshall Public School year schedule and will close when Marshall
K-12 is not in session due to weather or emergency. Any change in the school schedule or school closing due to
weather will be announced over local television and radio stations. If there is a delay of any kind, the preschool will
begin when elementary school begins.
If the Marshall School District doesn’t close after a delay, the preschool will still be in session and will begin at the
same time elementary schools begin. If school is sent home early, preschool classes will end early as well.
Many parents of preschoolers have concerns about sending their children to school on days when severe weather
conditions exist. We believe that it is your right and responsibility to decide if the weather indicates keeping your
child at home. Please call us if you choose to keep your child home for the day.

Emergency Drills
The Shamrock Center staﬀ and children practice emergency procedures for safe evacuation and/or sheltering
children in place. Emergency procedures for the Shamrock Center are posted in every classroom. Other necessary
drills will take place during the year.
Fire drills will be performed quarterly and everyone, including parents or visitors in the building, must evacuate using
the posted emergency routes.
Tornado drills will be performed at least twice per/year and held in March and November.
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Family Involvement
Children who are successful in school have strong and positive interconnections between family, school, and
community. Parent involvement in the learning process strengthens learning at home and is directly linked to
positive child outcomes. We value parent involvement in a variety of ways including sharing notes/or anecdotes of
children’s learning, partnering with parents to establish child development goals, providing opportunities for parents
to visit the classroom, and weekly newsletters.
Communication is the key to successful parent involvement. The purpose of frequent and informal interactions is to
strengthen the partnership between home and school, staﬀ and parents should update one another about children’s
recent experiences and program activities by:

Open Door Policy
You are welcome to visit the center at any time and are encouraged to do so when your schedule permits.

Lunch Visits
Parents are welcome to come and join the children for lunch in the classroom. Please remember when you bring
your lunch to model nutritious eating patterns for the children.

Daily Communications
Parents are encouraged to touch base with the staﬀ upon arrival or pick up, please also feel free to
contact staﬀ via phone or email.

Parent/Teacher Conferences
Conferences are scheduled in both the fall and spring. You or a teacher may request a parent/teacher conference
at any time. Open communication will help the staﬀ to best meet your child’s needs. Scheduled conferences can
help the staﬀ to best meet your child’s needs. A scheduled conference allows for more conﬁdentiality and detail
than daily conversations permit.

When Communicating
Both parents and caregivers are expected to handle themselves in a professional and respectful manner. In the
event that the parent and the center have diﬀerent philosophies in the care-giving of a child, all attempts will be
made to positively and openly discuss these diﬀerences and agree upon a solution.

Resolving Parent Concerns/ Grievance policy
The Shamrock Center staﬀ members encourage parents to discuss concerns with teachers. You are also
encouraged to ask the staﬀ any questions you have about your child’s care at the center or general center issues. It
is important for parents to address questions or misunderstandings quickly. Ongoing communication is vital to the
smooth running of the center. Most concerns can be addressed at the classroom level; however, if you and your
child’s teacher are not able to reach a satisfactory resolution, you may discuss your concern with the Program
Director.
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Family Involvement
Volunteers
Parents, grandparents, or other caregivers and special friends are always welcome in the classroom, given that they
have submitted the district’s background check form in advance of the visit.
Volunteers may wish to bring an activity for the children, read a story, share a talent, or participate in activities
underway. Please coordinate any special activities in advance with the staﬀ. If you wish to drop in and play with
your child or observe in the room, you are welcome to do so.
On your day to visit, please make arrangements with a babysitter for your other children. You will be asked to
participate in our activities. This takes no training and no preparation, just come and spend time listening to the
children, playing with them, and helping them to discover the wonderful world around them. If you are unable to
visit, please extend an invitation to another important person in your child’s life.
Together, we will work as a team to provide the best education possible for your child. If you are unable to work or
play in the classroom, please indicate that you would like to be involved at home and accommodations can be made
to honor that request.

Clearances of Volunteers and Staﬀ
To protect all children, the Shamrock Center follows Michigan Licensing Rules for Child Care Centers.
Before staﬀ and volunteers may have unsupervised contact with children in a childcare center, the staﬀ or
volunteers shall provide the center with documentation of an eligible background check through the Michigan
Department of Licensing and Regulatory aﬀairs. An eligible background check document is a comprehensive
background check and eligibility determination pursuant to section 5n of the act, MCL 722.115n.
All volunteers including parents that help within the classroom, and have unsupervised contact with children, shall
be required to have been screened and provide the documentation indicating the volunteer is eligible. based on
documentation of an eligible comprehensive background check, has not been convicted of a listed oﬀense and has
been granted clearance by the Department of Human Services to work with and around children. The
documentation of that screening shall be kept on ﬁle at the center.
Volunteers must sign a self-certiﬁcation form regarding abuse, neglect, and criminal convictions annually. If the
volunteer does not provide a comprehensive background check and the volunteer is a parent, the center will create
a written plan of supervision for that parent. All visitors and volunteers including parents, shall not have
unsupervised contact with children.
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Preschool Key Developmental Indicators (KDIs)
Within HighScope's eight content areas, listed below, are 58 key developmental indicators (KDIs) that deﬁne important learning
goals for young children.
Each KDI is a statement that identiﬁes an observable child behavior, reﬂecting knowledge and skills in areas such as, language
and literacy, math, creative arts, and physical development. HighScope teachers keep these indicators in mind when they set up
the learning environment and plan activities.

HighScope Preschool Curriculum Content — Key Developmental Indicators
A. Approaches to learning

· Initiative: Children demonstrate initiative as they explore their world.
· Planning: Children make plans and follow through on their intentions.
· Engagement: Children focus on activities that interest them.
· Problem solving: Children solve problems encountered in play.
· Use of resources: Children gather information and formulate ideas about their world.
· Reﬂection: Children reﬂect on their experiences.
B. Social and Emotional Development

· Self-identity: Children have a positive self-identity.
· Sense of competence: Children feel they are competent.
· Emotions: Children recognize, label, and regulate their feelings.
· Empathy: Children demonstrate empathy toward others.
· Community: Children participate in the community of the classroom.
· Building relationships: Children build relationships with other children and adults.
· Cooperative play: Children engage in cooperative play.
· Moral development: Children develop an internal sense of right and wrong.
· Conﬂict resolution: Children resolve social conﬂicts.
C. Physical Development and Health

· Gross-motor skills: Children demonstrate strength, ﬂexibility, balance, and timing in using their large muscles.
· Fine-motor skills: Children demonstrate dexterity and hand-eye coordination in using their small muscles.
· Body awareness: Children know about their bodies and how to navigate them in space.
· Personal care: Children carry out personal care routines on their own.
· Healthy behavior: Children engage in healthy practices.
D. Language, Literacy, and Communication

· Comprehension: Children understand language.
· Speaking: Children express themselves using language.
· Vocabulary: Children understand and use a variety of words and phrases.
· Phonological awareness: Children identify distinct sounds in spoken language.
· Alphabetic knowledge: Children identify letter names and their sounds.
· Reading: Children read for pleasure and information.
· Concepts about print: Children demonstrate knowledge about environmental print.
· Book knowledge: Children demonstrate knowledge about books.
· Writing: Children write for many diﬀerent purposes.
· English language learning: (If applicable) Children use English and their home languages, including sign language.
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Preschool Key Developmental Indicators (KDIs)
E. Mathematics

· Number words and symbols: Children recognize and use number words and symbols.
· Counting: Children count things.
· Part and whole relationships: Children combine and separate quantities of objects.
· Shapes: Children identify, name, and describe shapes.
· Spatial awareness: Children recognize spatial relationships among people and objects.
· Measuring: Children measure to describe, compare, and order things.
· Unit: Children understand and use the concept of unit.
· Patterns: Children identify, describe, copy, complete, and create patterns.
· Data analysis: Children use information about quantity to draw conclusions, make decisions, and solve problems.
F. Creative Arts

· Art: Children express and represent what they observe, think, imagine, and feel through two- and three-dimensional art.
· Music: Children express and represent what they observe, think, imagine, and feel through music.
· Movement: Children express and represent what they observe, think, imagine, and feel through movement.
· Pretend play: Children express and represent what they observe, think, imagine, and feel through pretend play.
· Appreciating the arts: Children appreciate the creative arts.
G. Science and Technology

· Observing: Children observe the materials and processes in their environment.
· Classifying: Children classify materials, actions, people, and events.
· Experimenting: Children experiment to test their ideas.
· Predicting: Children predict what they expect will happen.
· Drawing conclusions: Children draw conclusions based on their experiences and observations.
· Communicating ideas: Children communicate their ideas about the characteristics of things and how they work.
· Natural and physical world: Children gather knowledge about the natural and physical world.
· Tools and technology: Children explore and use tools and technology.
H. Social Studies

· Diversity: Children understand that people have diverse characteristics, interests, and abilities.
· Community roles: Children recognize that people have diﬀerent roles and functions in the community.
· Decision making: Children participate in making classroom decisions.
· Geography: Children recognize and interpret features and locations in their environment.
· History: Children understand past, present, and future.
· Ecology: Children understand the importance of taking care of their environment.
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Marshall Public Schools
Shamrock Center Program Calendar
2020-2021
Calendar is subject to changes (Tentative approval)

August 26
September 4 and September 7
September 8
September 8
September 22
October 13
October 22
October 23
November 10-24
November 10
November 25-27
November 25
November 26- 27
December 21-January 1
December 24 & 25
December 31, and January 1
January 15
January 18 Dr. MLK Day
January 18
February 12
March 9
April 2
April 5-9
Care April 20
May 11
May 26
May 31
June 3
June 4

First Day of (K-12) Marshall Public Schools
Labor Day- Shamrock Center CLOSED
First Day of Little Shamrock Preschool
First Day of GSRP
½ day GSRP and Little Shamrocks
½ day GSRP and Little Shamrocks
½ day GSRP and Little Shamrocks
½ day GSRP and Little Shamrocks
Parent/Teacher GSRP and Little Shamrocks
½ day GSRP and Little Shamrocks
NO GSRP or Little Shamrocks
Shamrock OPEN for CHILDCARE ONLY
Shamrock Center- CLOSED-Thanksgiving Holiday
Winter Break- NO PRESCHOOL/OPEN only for Child care
Christmas Holiday - Shamrock Center CLOSED
New Year Holiday – Shamrock Center CLOSED
½ day GSRP and Little Shamrocks
No School GSRP or Little Shamrocks
MLK DAY-NO PRESCHOOL/OPEN only for Child care
½ day GSRP and Little Shamrocks
½ day GSRP and Little Shamrocks
Good Friday – Shamrock Center CLOSED
Spring Break—NO PRESCHOOL Shamrock Center Child
½ day GSRP and Little Shamrocks
½ day GSRP and Little Shamrocks
Last Day GSRP and Little Shamrock Preschool
Memorial Day – Shamrock Center CLOSED
½ day K-8
½ day k-8
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Marshall Public School K-5 schedule
First Day for Students....................................................................................August 26
Labor Day Recess No School ...................................September 4 and September 7
Half-Day for Students – Teachers work full day...................................September 22
Half-Day for Students – Teachers work full day.........................................October 13
Elementary School Conferences.........................................................October 19 – 22
Middle School and High School Conferences............................. October 21 and 22
Half-Day for Students – Teachers work full day........................................October 22
Half-Day for Students and Teachers...........................................................October 23
Half-Day for Students – Teachers work full day....................................November 10
Thanksgiving Recess – No School ................................................November 25 – 27
Winter Break – No School....................................................December 21 – January 1
Half Day for Students–Semester Ends–Teachers work PM records…….January 15
Dr. Martin Luther King Day–No School Students–Teachers Full day…. January 18
Elementary School Conferences – As requested/Needed................February 8 - 11
Middle School and High School Conferences........................................ February 10
Half Day for Students and Teachers..........................................................February 12
Half Day for Students – Teachers work full day.............................................March 9
Good Friday – No School.....................................................................................April 2
Spring Break – No School.............................................................................April 5 – 9
Half-Day for Students – Teachers work full day................................................May 11
Memorial Day Holiday – No School..................................................................May 31
Half-Day for HS Students ONLY – Full Day for ALL K-8 Students..................June 2
Half-Day for Students – Teachers work Records Day in PM...........................June 3
Last Day – Half Day for Students – Teachers work Records Day in PM........June 4
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SHAMROCK HANDBOOK
WRITTEN INFORMATION PACKET DOCUMENTATION
___________________________________
Child(ren)’s Name(s) (Last, First)

_______________________________
Center Name

Please select your choice of communication preference for information from the center and classroom teachers.
Circle your ﬁrst choice.

(phone call)

________________________________
(Phone number)

(text)

(email)

or (all)

___________________________________________
(Email address)

A written information packet has been provided at the time of enrollment. The packet
included all the following information:
●
●
●
●
●
●
●
●
●
●
●
●
●

Criteria for admission and withdrawal
Schedule of operation, denoting hours, days, and holidays during which the center is open
and services are provided
Fee policy
Discipline policy
Foodservice program
Program philosophy
Typical daily routine
Parent notiﬁcation plan for accidents, injuries, incidents, illnesses
Exclusion policy for child illnesses
Notice of the availability of the center’s licensing notebook
The licensing notebook contains all the licensing inspection and special investigation reports and related
corrective action plans since May 28, 2010
The licensing notebook is available to parents during regular business hours
Licensing inspection and special investigation reports from at least the past two years are available on the
child care licensing website at www.michigan.gov/michildcare.

I certify that I received and understand all of the above items
___________________________________________
Parent/Guardian

_________________________________
Signature Date
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THE SHAMROCK CENTER
2020-2021 PARENT PAYMENT AGREEMENT
I understand that by signing this Parent Payment Agreement, I am legally liable for payment of all fees for services
and agree to the following:

Registration Fees - $25 for one child or $30 for a family. This non-refundable fee covers the cost of processing
your child’s enrollment information and reserves your child’s space in the program.
Tuition Deposit – A tuition deposit equal to the ﬁrst 2 weeks of fees must be paid prior to beginning services.
Tuition – Payments are due every week on Monday in advance of the program beginning. Fees are based on
enrollment not attendance. Additional fees will be charged if your child needs care in addition to his/her regular
weekly schedule.
Snow/Delay Days – Additional fees will be charged for non-school days and snow/weather delays. On these days
lunch is not provided (our food service department is not operational on these days), and parents must provide a
sack lunch.
Vacation – Each family is allowed a one-week vacation absence during the school year (September through June).
Parents must complete a vacation request form at least 2 weeks prior to the vacation week.
Discounts – A 5% discount is oﬀered to parents who have two or more children enrolled full time.
Late Fees – A $10 late fee will be assessed for every week a payment is overdue. Any account that is two weeks
late will result in an immediate administrative withdrawal and termination of services.
Withdrawal – Written notiﬁcation at least two weeks prior to the last scheduled date of attendance is required.

_______________________________
Parent Signature

_______________________
Date
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Publicity Release

Dear Parents,
On occasion, children are engaged in activities that are photographed, videotaped, or
recorded by school personnel and/or local newspapers. These photos or videos could be
used for such purposes including publicity, illustration of activities to parents, teaching
and training of staﬀ, advertising, web content, bulletin boards, and classroom books.
By signing this form, you agree that the Shamrock Center may use your child’s image in
the classroom, on the school website or school-related websites, parent connection
applications, parent newsletters, or within any press release and media release, as well
as for training purposes.

_________________________________
Print Child’s name

_________________________________
Signature

__________
Date
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Parent/Child
Statement of Child’s Health
****Children under 5 years old, and have not yet attended kindergarten, MUST
have a Health Appraisal completed by the child’s PHYSICIAN prior to program
attendance, and in addition to this form.

Child’s Name________________________ Child’s Date of Birth___________
has been enrolled in The Shamrock Center. The daily program involves both vigorous and quiet
indoor and outdoor play. Including the use of climbing equipment. Does this child require any
special attention, medication, or have any condition which may need to be taken into
consideration while in our care?

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________

To the best of my knowledge, my child is healthy and all immunizations are current as of the date of signing.

___________________________________
Parent Signature

___________
Date
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MARSHALL PUBLIC SCHOOLS
SHAMROCK CENTER
Registration Form 2020 – 2021
Please complete and deliver this form with the $25/child or
$30/family registration fee: Shamrock Center
Make checks payable to Marshall Public Schools.
**One form is required for each child**
Program options: After Care, Before Care, Before and Aftercare, Preschool 3’s, Preschool 4’s, Preschool 3’s plus full daycare,
Preschool 4’s plus full daycare, Summer Camp, Schools Out, Wrap-around Care (GSRP).
**** Child must be 3 by September 1st for enrollment in the 3-year-old preschool program, or a child must be 4 by September 1st
to be enrolled in a 4-year-old preschool program

Program (s) child will attend_____________________________________________________________
Enrollment Date: (First date your child will be attending Shamrock) _______________________________
Allergies____________________________________________________________________________
Does your child have a special dietary need or food allergy?_____________________________________
Email address for billing: ________________________________________________________________
General Information: Child’s Name __________________________________ Birth Date _____________
Grade 2020–2021

____________ School Attending__________________________________________

Child’s Home Address ________________________________City ________________Zip ___________
Parent or Guardian Name ___________________________________ Home Phone __________________
Cell Phone ______________________Work Phone ____________________
Parent or Guardian Name ___________________________________ Home Phone __________________
Cell Phone ______________________Work Phone ____________________
Are there any situations that we should be aware of that may be helpful in caring for your child?
_____________________________________________________________________________________
_____________________________________________________________________________________
Please list any siblings also attending the Shamrock Center _____________________________________
(If applicable): Non-custodial parent _______________________________________________________
(Documentation of custodial exclusion required for the exclusion of a parent)
(please complete back of form)
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If school should close early due to an unplanned emergency,
I would like my child to:
(Please check your choice)

Return home on the bus.
Stay at school until I arrive.
Go to the Shamrock Center
and await my arrival.

Please give us the approximate schedule when your child will be attending the Shamrock Center. This is very important
information and helps us in determining when to expect your child.

Schedule:
2020 – 2021 School Year
A.M. Before School or
Before PRE K

P.M. After School or
After PRE K

Monday

From:______ To: ______

From:______ To: ______

Tuesday

From:______ To: ______

From:______ To: ______

Wednesday

From:______ To: ______

From:______ To: ______

Thursday

From:______To: ______

From:______ To: ______

Friday

From:______ To: ______

From:______ To: ______

Will attend scheduled non-school days only ________
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