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Welcome to Lake Edge Learning Center 

Thank you for choosing Lake Edge Learning Center as your early childhood learning program.  We 

apricated the confidence you have place in us in provide a caring, learning environment in which your 

child will grow and develop skills for a lifelong time of learning. 

Mission Statement  

Lake Edge Learning Center is a unique center designed to guide each child’s development 

through combining nature and process-based learning. We allow children to fully explore ideas 

and concepts through experiences through play in order to promote social, emotional, physical 

and cognitive development.   

Lake Edge Learning Center Code of Conduct 

LELC expects families to adhere to the following standards of behavior at our school: 

• Bring your child in to and from school is a time for child-focus and be distracted. Please 

turn off your cell phones. 

• Watch your language. Use appropriate language while on the school property. 

• Be mindful of your conduct while in front of children.  Children are impressionable and 

are watching. 

• Parents or visitors may not film or record any children with video, camera or phone 

equipment.  

• Extend courtesy to others. Take a moment to ask your child how there day went. 

• Be security minded. Please do not allow unregistered guests to gain access to our 

school. 

Thank you  

Referral Policy 

We encourage families to tell your friends about our school.  If a family enrolls as a result of 

your referral you will receive One week of Free tuition credit for your oldest child. This week 

can be used with in a 3-month time frame when your child is not at school. This is an unlimited 

referral program. 
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Education and Curriculum  

Individual classrooms will provide a schedule and routine based on their classroom’s needs and goals. 

Our unique nature based, and creative curriculum is play oriented, using the Wisconsin Model Early 

Learning Standards as a guide. Our curriculum focuses on the whole child as an individual by promoting 

physical, social, emotional, creative, cognitive, and linguistic development. The natural world is our 

guiding theme in all areas of our curriculum. Our teachers use observation, documentation, and 

assessment when planning learning experiences. To assist teachers with planning and guiding the 

children, we will hold parent and teacher conferences in January, May and June to meet and review 

portfolios. Information regarding conferences will be posted in advance to a scheduled time. 

The use of screens whether tablet or television will not be used in the classrooms at any time.  

Key components of learning objectives include: fine and gross motor development, creative expression 

(art, music, and dramatic play), social and emotional skills (peer and adult interactions, self-help skills, 

free play), cognitive and intellectual skills (math, literacy, science, social studies, critical thinking, and 

problem solving), exposure to multicultural diversity, and most importantly discovery and investigation 

of nature and the outdoors. Lessons are planned on a weekly or monthly basis by the teachers assigned 

to each room. 

Assessments and Portfolios 
Lake Edge Learning Center uses the assessment tool of Teaching Strategies Gold. Employees are trained 

on how to use this assessment tool to help measure development for each child in the classroom. It 

helps teachers to observe children in the context of everyday experiences, which is an effective way to 

learn what they know and can do. Teaching Strategies GOLD is based on 38 objectives for development 

and learning that include predictors of school success and are based on school readiness standards.  Each 

child will have a binder so that the teacher can add individual anecdotical notes, pictures, artwork to the 

individual child’s portfolio binder.  These assessments are then used at conferences that are held in 

January, May and June.  These individual binders must be kept up on a weekly basis.  The Administrator 

will do monthly inspections to check that the portfolios are being kept up.  Each child should have at least 

21 individual anecdotical notes per quarter: Fall, Winter, Spring and Summer. 

Screen Time Policy 

Lake Edge’s screen time policy relates to anything that they look at on a screen counts as screen time.  

This includes, E books, Tablets, Cell phones, laptops, TV videos, and YouTube This is in accordance with 

the Young Star Program guidelines:  The use of screens whether tablet or television will not be used in 

the classrooms at any time. The students at Lake Edge Learning center will have the following: 

• 0 to 2yrs: No screen time 

• 3 years:     30 minutes a week 

• 4 years:      60 minutes a week 
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Confidentiality  

All persons having access to your child’s records will not disclose or discuss information regarding the 

children and facts learned about the children or any person related or involved with the children. The 

following is the exception to the rule and does not apply: 

o Parent, guardian, or person authorized by parent/guardian can receive information 

o An agency assisting in planning for the child when informed parent/guardian consent has been 

given. 

A parent with custody of a child who makes a request has access to all records and reports kept on their 

child. However, it is requested that any and all parties involved give written consent when requesting 

information of child’s records. Consent must be given by all parties involved. Also, all records required 

by the state department for licensing purposes will be available to the licensing representative.  

What to bring to school  

We ask that the following items be brought to school with your child’s name on them: 

• Water bottle 

• 2-3 sets of clothes (socks, under wear, shorts/pants, tops) 

• Rain boots and or snow boots 

• Diapers/ pull ups 

• Wipes 

• Sleeping bag and pillows must be stored in a garbage bag or cloth bag for storage 

• Indoor rubber soled slippers or shoes (separate from outdoor shoes) 

Pillowcases and sleeping bags will be sent home on Fridays or after 5 uses for laundering and brought 

back on Mondays.  

Curriculum  

Lake Edge uses components of Creative Curriculum, Wisconsin Models of Early Learning 
Standards (WMELS), Project Learning Tree and Project Wild.  
 
We encourage children to be active and creative explorers who try new ideas and think 
on their own, thus enabling children to become independent, self-confident, and 
inquisitive learners.  
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Our nature-influenced curriculum model includes learning experiences in the following 
areas: 

• Physical: fine and large motor skills 

• Social and emotional development 

• Creativity, art, music and dramatic play 

• Cognitive development: problem solving, sorting, asking open-ended questions 

• Linguistic development: letters, numbers, letter sounds 

• Communication skills 

Room Transitions  

A child’s readiness to move up to the next classroom is based on the discretion of the teachers involved, 

the parents, the birthdate of the child, and of the Administrator. Each child will begin this transition with 

visits that will gradually increase in length. Teachers will give detailed updates on how this transition is 

progressing to the parents and the Administrator. Once it is determined a transition is ready, a form will 

be signed by the parent and the Administrator stating the final date of transition. The transition time is 

one week of your child’s birthday to go into the next appropriate age group. 

As your child transitions to a new classroom, your tuition fees will be adjusted. 

Open Door Policy 

Lake Edge has an open-door policy to encourage exchange of information. Families are invited to share 

their concerns and provide input to the Administrator at any time. Lake Edge Learning Center will not 

discuss any of the families concerns with anyone else.  

Admission Policy  

Lake Edge Learning Center (LELC) is licensed by the State of Wisconsin, Department of Children and 

Families. We are licensed at a capacity of 40 children aged 2-9 years. Our operating hours are from 

6:00am to 6:00pm, Monday thru Friday for the months January thru December.  

We provide several services for our families: 

• Fulltime Childcare  

• Part-time Childcare 

• Morning Preschool Program 

• Rotating Schedules 

• Flexible Schedules 

• Drop off care 

• Hourly care 
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Under no circumstances may we go against this policy. LELC will not refuse enrollment of any child 

based on race, color, sex, creed, national origin, or ancestry. A copy of these policies, licensing rules, our 

certificate, and recent inspection information can be found on our parent board and can be given for 

your viewing at your request at any time. Each classroom will have a parent board for daily 

communications. 

Checking in and out procedure  

We value the safety and security of every student; all children must be signed in and out by a parent or 

an individual who has been specifically authorized by you.   (There is a place for this on your enrollment 

form).  Everyone must have an access code or an authorized fingerprint to enter, so be sure you do not 

allow unauthorized persons to enter the building behind you.  All students must be accompanied by 

their parent from the parking lot to the classroom every day.  This allows you a chance to check your 

child’s cubby area and the family parent board for upcoming events. Those authorized by you to pick up 

your child(ren) need to show a photo ID to release them.  If you have someone who is authorized by you 

understand that your child(ren) will not be released unless you have given permission to the Administer 

or teacher. If this is not done your child will not be released and you will receive a phone call.  If custody 

is an issue, please provide a copy of the notarized court order so we can follow the correct legal course 

of action. 

Enrollment Procedure  

Initial inquiries may be done in person, by the internet, or over the phone. Prior to enrollment an 

interview with the family will be made to ensure all the necessary information has been communicated.  

We encourage families to visit and spend time in the classroom with their child during regular hours.   

During this meeting families will be offered a tour of the facilities and time will be provided for question 

and answers. After this, parents are then given necessary paperwork which will be reviewed. Enrollment 

is then determined by the Administrator/Director.  

Minimum attendance hours are 6 hours per week. Tuition charges are based on preschool up to 3 hours 

per day, part-time 4 hours per day, and full-time childcare.   Drop-in and part-time care availability is 

dependent upon enrollment and is determined by the administrator.   

Preschool program schedules are as follows: 

• Preschool program runs from 8:30am-11:30am 

o 2-day week: Tuesday, Thursday 

o 3-day week: Monday, Wednesday, Friday 

o 4-day week: Monday, Tuesday, Wednesday, Thursday 

o 5-day week: Monday, Tuesday, Wednesday, Thursday, Friday 

                                              (we do not allow switching of days) 

https://www.procaresoftware.com/products-and-services/check-in-solutions-overview/procare-touch-computer/
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Forms for Enrollment  

The following forms must be completed fully and in the possession of the center upon enrollment 

(unless otherwise specified):  

o Lake Edge Learning Center Registration/contract 

o Childcare enrollment  

o Health history 

o Child health report (within 30 days) 

o Day care immunization record (within 30 days) 

o Verification that policy manual has been given, read, and understood by guardian 

o Photo permission: these forms are kept for center reference. Photos will be used for displays 

and used on our website as well as Facebook page with permission by this form. 

o Family Intake Questionnaire 

o Classroom Emergency Card 

o Sunscreen/Bugs pray form 

Any other form that may be required later may be requested by provider. All forms will be updated 

promptly at the time of renewal requirements based of State Licensing procedures. 

Fees/Attendance Schedules  

o A one-time enrollment fee of $60 is collected per child for each family, at the time of 

enrollment.  

o Annual Supply Fee of $30.00 will be billed out for the new school year on the first business day 

of the new school year.  

o Lake Edge Learning Center will collect tuition fees on a weekly basis. Fees are due the Friday 

before the week that care is provided. Payment arrangements are only given by the 

Administrator.  

o Tuition is nonrefundable including for snow days and absences. All fees are nonrefundable 

o For preschool only families, the only unpaid week is the week-long break in winter and spring. 

All other weeks are charged as usual. Families will receive notice of these dates yearly. The 

childcare is open during this time and is charged regularly. 

o  A $20 late fee is charged the first business day of the following week that fees are not collected. 

Care will be suspended if fees are not collected by Wednesday of that same week and will not 

be reinstated until fees are paid in full along will the following week’s tuition.  

o If fees remain unpaid for two consecutive weeks, the child’s enrolled position may be filled by 

another enrollee. Parents will be then summons to Small Claims Court for garnishment of wages 

for nonpayment.  All court fees will be included in total payment of fees due to Lake Edge 

Learning Center. 

o A $50.00 late fee is charge for NSF checks. 

o It is the parent/guardian who are required to check their own child in and out at the check in 

station.  Failure to do so will result in a $10.00 per day fee. If you need a code for the other party 

to check your child in or out, please see the administrator. If you have difficulty signing in, 

please see the administrator. 
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o Special event fees are collected based on the planned event or activity. 

o A 10% discount for the eldest child of siblings is given to fulltime enrolled children. 

o A 10% discount is given to church members with proof of membership (if family has two 

children and is an active church member it is only a 10% discount)(only one of these discounts 

will be given to the family who is an active church member and has more than one student 

attending). 

o A holding fee of equivalent to a one week of tuition will be paid to hold a spot for future 

enrollment. Holds will last for the agreed upon timeframe made by the family and 

administrator. There are no returns of fees at any time. 

o Two-week notice is provided by the guardian for withdrawal of child.  

o Families that are subsidized through the county are responsible for ensuring that their portion is 

paid in the same manner as private pay procedure. If subsidy is no longer payed by the county it 

is the responsibility of the family to pay in full the weekly tuition.  

o Families receiving childcare subsidizing Must Have Authorization before their child can attend 

the center. There is no exception to this rule, unless payment is made by the family; should 

assistance back date payments a credit will be applied to the account. 

o All families who are subsidized, are required to make tuition payment on their account on the 

first day of the month. 

o Should a family choose to have their child off for the summer, we ask that we receive a written 

notice of 2 weeks in advance and a nonrefundable, holding fee equivalent to a week of tuition if 

they will be returning for the next school year. 

o Late pick-ups will be charged $1 per minute late after 6pm for the first offence, 2nd offence will 

be charged $5.00 per minute, 3rd offence will be charged $10.00 per minute and a meeting will 

be set up with the Adminstror.  

Payment Methods 

Tuition fees are paid by using Tuition Express (reoccurring payment system) with either ACH or 

debit/credit cards (MC/Visa/Disc) You can also pay at the check in station at pick up or drop off times.   

All tuition is due the Friday before the upcoming week. A grace period is given until closing on Monday 

at 6:00 p.m.  A $20.00 a day late fee will be applied until tuition has been paid.  If not paid, then families 

will not be allowed any services.  A $50.00 NFS service fee will result with insufficient funds.   A onetime 

grace period is given.  On the second time families are required to make payment with a money order 

for the next 6 weeks.  

Discounts and credits 
Check with the school administrator to see you qualify for family discount, or active church member 

discount. 

Children are also eligible for vacation credit (5 days) and sick days (3 days) on the anniversary date of 

your child’s enrollment.  This applies only to those families who are in Childcare. 

Preschool families are not eligible for this because they have a different schedule to follow with the 

school year semesters.   
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General Center Daily Schedule: example 2k room 

6:00-7:30   Opening Room/Greeting 

7:30-8:15   Free Choice/Diapers 

7:00-7:45                          Breakfast is served to All Day Care Students 

8:15-8:30    Clean up time  

8:30:8:40   Greeting Time for 2-k  

9:00-9:20                           Cleanup/Morning 

    Song/Circle Time 

9:20-9:30   Diapers/Potty 

9:15-9:35                           Snack time 

9:30-10:20   Free Choice/Art/ 

    Small Muscle/Music 

10:20-10:35   Clean up Time 

10:35-11:20   Outside 

11:20-11:30   Group Time-Good -bye 2k 

11:30-12:00   Lunch for All care 

12:00-12:15   Diapers/Potty 

12:15-2:15   Nap Time/Quite Time 

2:15-3:00   Diapers/Potty/Snack 

3:00-3:30   Free Choice Areas 

3:30-4:45   Outside Time 

4:45-6:00   Combine/Free Choice    
                                Good-Bye Time 
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Transitions 

Lake Edge Learning Center encourages teachers to adopt techniques and activities that signal a change of 

pace or location during the day.  Examples of transitions are these six areas: 

1. Transitions that gather students together in a group. 

2. Transitions that capture attention at group time. 

3. Transitions that give directions. 

4. Transitions that dismiss students from a group. 

5. Transitions that occupy minds and hands while students wait. 

6. Transitions that move children from place without forming a line. 

Transfer of Students Records 

When each student is entering public or private kindergarten, the student’s portfolios, assessments, 

conferences will be given to the parent on the last day of attendance at Lake Edge Learning Center. 

Rest Time/Quite Time 

Lake Edge Learning Center is in accordance with DCF 251 rules and regulations requiring naps/rest times 

for all age groups.  According to DCF251 p.56 251,07 (4)(a) states that a child under the age of 5 years of 

age in care for more than 4 hours shall have a nap/rest period. (b) Child who does not sleep after 30 

minutes and a child who awakens to get up and to have a quiet time using equipment or activities which 

will not disturb other children. 

Items from home 

Toys and other personal belongings should not be brought into the center.  Each classroom has enough 

learning materials for your child’s day. During special sharing days, your child’s teacher may ask your child 

to bring something in for “Show and Share”. In this instance we ask that the item has your child’s name 

on it.  This item will be taken home the same day. 

Show and Share days may not include guns or other war toys.  We are not responsible for lost items. 

Special Events 

Lake Edge has several events throughout the year to encourage families, children and others to together 

and join in family fun.  These events may include, Parent Night, Fall Festival, Winter Holiday 

Celebrations, End of school year panic, and end of Summer Camp Picnic.  
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Allergies/Dietary Needs 

Allergy accommodations must be accompanied by a state specific physician’s statement. We required 

that any food that is brought into the school does not contain peanut products.  We are a peanut/nut 

free school; therefore, no nuts, peanut butter or other foods containing tree peanuts may be brought 

into the school.  If your child has special dietary needs, Lake Edge will need a physician’s note to inform 

of such dietary needs. 

Medications 

Lake Edge learning center requires that all medications be given to the administrator. They will be stored 

and dispensed properly. A medication authorization form must be filled out for any medication to be 

given. The form will be kept on file.  Nonprescription medications administered by the classroom teachers: 

sunscreen, diaper ointment, and insect repellant.  

Any over the container medication will need to be in the original container.  All label doses are followed.  

All medications must be in the original packaging and labeled with: 

• Child’s first and last name 

• Medication name 

• Dosage 

• Frequency 

• Duration (e.g., number of days to be given) 

• Expiration date 

 Lake Edge Learning will follow what is on the original container if it does not need a doctor’s 

authorization. All medications duration periods will be followed.  A doctor’s authorization is required for 

as needed and long-term medications.  

Smoke Free 

To maintain a safe and comfortable working environment, Lake Edge Learning Center prohibits smoking 

throughout the school or on school property. 

Authorized Persons to Pick Up  

If a person other than authorized parent or guardian needs to pick up your child, we ask that the 

person’s full name and time be given. That person will be asked to show photo ID. If a person comes to 

pick up a child and is not authorized, they will not be able to take the child and we will contact the 

parent. Please, do not be offended if a teacher asks to see a photo ID upon pickup. Our common goal is 

the child’s safety, so if we don’t recognize you, we will ask for ID. Unauthorized persons attempting to 

pick up a child will be asked to leave, and families will be contacted. If necessary, authorities will also be 

called. Persons picking up that seem to be under the influence will be asked if they are under the 

influence of alcohol or drugs and authorities will be called.  
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Special Needs/Americans with Disabilities Act  

Lake Edge Learning Center does not discriminate based on race, culture heritage, national origin, marital 

status, religion, political benefits, disability or sexual orientation 

We are best able to meet a child’s needs when special needs are identified prior to enrollment. Children 

with special physical or emotional needs will be accepted if the program is determined to be in the 

child’s best interest and reasonable accommodations can be made. Parents will be required to complete 

an additional enrollment form that identifies special requirements and/or specific procedures that staff 

will need to follow.  

A child may be removed from the program if his/her participation creates a significant difficulty or 

expense based on the accommodation actions needed or if the participation posed a significant risk to 

the health and safety of others. In assessing our ability to accept a child with special needs into the 

program staff, in collaboration with parents/guardians will: 1. Fully assess the accommodations 

necessary to integrate the child into the program. 2. Fully assess the benefits the child will receive from 

participation in the program. 3. Identify available resources needed to make reasonable 

accommodations for the child to participate in the program. 4. Fully identify any risk management issues 

concerning the integration of the child into the program. 

Parent/Guardian Participation  

Families are encouraged to stop in and observe the center, classes, our outdoor areas, and their children 

at any time they choose. No appointment is necessary. Families are welcome to visit and spend time in 

the classroom with their child as they choose. Volunteers are also welcome but will be required to fill 

out some paperwork and undergo a background check. Throughout the year, we will hold various events 

where family participation is encouraged. These events will be announced with ample notice to families.  

Communication with Parents/Guardians  

Children will have a written daily report for families upon request. Monthly newsletters will be handed 

out for all age groups. Center wide reports will be issued as needed. Prior to enrollment, families receive 

the policy handbook. As part of the required paperwork, an affidavit will be signed by the family and kept 

in the oldest child’s file, stating the manual has been received, read, and understood.  

Every January, May and June conferences will be scheduled for all children enrolled to discuss the progress 

of the child and to involve families in the educational planning by the teachers. 

At any time, a parent or guardian has a grievance; we request that it be brought to the Administrator. We 

will discuss the situation and come to a solution. If the grievance is related to any staff, the Administrator 

will address the situation with the staff member. If it remains unresolved, we may schedule a meeting 

with Administrator, the family, and the teacher. Depending on the circumstances, a timeframe will be 

given and goals, which will be overseen by the Administrator. If a parent feels no resolution has been or 

can be made, they can contact the Department of Children and Family Services to speak with a licensing 

agent. 
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Holidays  

Lake Edge Learning Center will be closed the following calendar Holidays: 

o New Year’s Day 

o Memorial Day 

o Independence Day 

o Labor Day 

o Thanksgiving Day 

o Friday after Thanksgiving Day 

o Christmas Day 

Although we are open Christmas Eve Day, we will close at noon to allow our staff and families ample 

time for family and travel. We are open regular hours New Year’s Eve. 

A sign-up sheet will be posted for weeks containing a holiday. This will help us determine the need for 

staff so we can give time off to teachers.  Religion/Creed- Lake Edge Learning Center does not include 

religious instruction or practices in our daily activities.  

Outdoor/Indoor Play  

In conjunction with our curriculum, children may be outside for several learning experiences 

and for extended periods of time. Children will be involved in outdoor play all year round, 

weather permitting.  Each room will post needs to appropriate clothing when the time arrives, 

as well as state mandated guidelines for temperature for outdoor play. Rain and snow are still 

excellent conditions for learning and exploration; however, it will be on a case by case basis. 

The teachers will determine the appropriateness for outdoor play. It is requested that 

appropriate outdoor clothing be left at the center.  Children go outside for 45 minutes in the 

morning and 45 minutes in the afternoon with weather permitting.  Each class is required to do 

a 15-minute teacher lead activity for the first 45 minutes of their outside time. 

90 degrees F and above children will not go outdoors 

0 wind-chill degrees F and below children ages 2 and above will not go outdoors 

20 wind-chill degrees F children under 2 will not go outdoors 

Classrooms may go outdoors if raining at the teacher’s discretion if there is no lightening. 

When children are unable to go outdoors, teachers will provide for activities indoors. Children are also 

allowed to use the gym area at there regular scheduled time for gross motor play. 



15 
 

Animals/Pets  

Teachers can have the following as classroom pets for teaching purposes: beta fish, ant farm, caterpillar, 

beetle house, worm farm, or caged animal that is not to be touched by the children. Teachers will 

inform families should an animal of any kind be visiting the center for any reason. Visiting animals will 

come to specified room or outdoor area outside of normal eating areas and the area will be thoroughly 

cleaned when the visiting animal leaves campus. Teachers and children will clean hands if any visiting 

animal is touched. 

Transportation/Fieldtrips/Walks  

 Lake Edge Learning Center does not provide transportation. We do not do off campus fieldtrips, 

however we do walks off campus. Teachers and other staff will conduct a count and be checked before 

leaving and upon returning to the center. Teachers will inform parents of days that a walk will take place 

and the expected timeframe. Teachers bring an emergency bag and phone along on walks.  

Child Guidance and Discipline Policy  

Lake Edge Learning Center complies with all state, federal, and other applicable laws that forbid abusive 

or corporal punishment in childcare settings. Employees are prohibited from using shameful or 

embarrassing methods of punishment. Teachers will have a separate Calm Down space for children in 

every classroom to be used for positive guidance. Redirection and breathing techniques will be used as 

well as proper room arrangement and observation for preventative measures. Teachers and staff will 

provide positive behavior examples such as: speaking well of others, using manners, solving problems by 

talking them out, using appropriate language, and respecting people, nature, and property. Staff will 

offer kind words and comfort for crying children as well as space for the child if they need it. At no time 

will any child be shamed for showing emotion. They will be taught coping skills and will be given clear 

limits for behavior. If a child has bitten, the children will be separated, and the wound cared for. The 

child that bit will be asked to explain why they bit and offered an activity for distraction. The reason 

behind biting will be investigated. Parents will be informed of biting behavior when it happens. Written 

communications will be required.  

 If a child is putting themselves or other children in danger, the child will be removed from the situation. 

If necessary, the parent will be called. If certain behaviors cannot be resolved after three verbal 

warnings, then a conference with the family will be scheduled for resolution. Behavior plans are then 

made for the child and the teacher will keep a daily log of the behaviors observed. After a determined 

time period another meeting is scheduled to discuss the child’s progress. From this point, if families are 

called for behavior concerns a written warning is given. If three written warnings are received by the 

family; enrollment will be terminated for the safety of the center. This includes situation where biting is 

involved.  

When the parents or guardian of a child is present, it is up to them to discipline the child, not the 

teacher. Children not enrolled but are present are also not to be disciplined by teachers.  

Lake Edge Learning Center does not use timeouts as a means for discipline or behavior correction. 
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Biting Policy  

At Lake Edge Learning Center, we work to minimize biting accidents.  Toddlers who are also young Twos, 

especially, often use biting a form of communication. If a child bitten by another child, we comfort him or 

her and care for his or her needs immediately.  If your child bites another child, we will call you and explain 

the situation that occurred.  We do the following: 

• Redirection 

• Be aware of surroundings in the room 

• When conflict seems to be occurring, approach the situation and help to resolve by asking open 

ended questions. 

• Parents of both parties will receive an incident and accident documentation for to be sign. 

• A biting log for tracking the time, area, and other child involved to see if there is a pattern. 

Behavior Policy 

We promote a self-esteem building by helping children to develop self-control and responsibility for their 

actions.  Some behavior is expected on the base of your child’s developmentally level of development. 

We do not use punishment by means of neither verbal nor physical, as a manner to correct inappropriate 

behavior.  We take the incidents and turn them into a learning experience at the child’s development of 

learning level. 

We focus on positive behavior rather than negative. Children are encouraged to use their words.  Children 

are asked if they need a moment and if so, they can go to the “Quite Spot” to breath and compose 

themselves. By giving children choices and helping them to understand and problem solve the problem, 

we provided a positive learning environment. 

Toileting and Diapering  

When a parent feels their child is ready for toilet training it is up to the teacher and family to discuss the 

appropriate routine. Diapers are changed promptly when soiled. The child’s hands are washed after every 

diaper change. The diaper area is cleaned and sanitized between every diaper change. Parent or guardian 

will provide diapers, wipes, and creams for their child. Staff will encourage use of the toilets, but children 

will not be forced or shamed into using them. Children will not be punished for accidents. Candy and food 

will not be used as rewards for potty-training. 

Here are key points when potty training is ready for your child: 

• You child seems interested in the toilet, potty, or underpants.  

• Wants to watch you go. 

• Stays dry for two or more hours. 

• Poops on a predictable schedule. 

• Complains about wet or dirty diapers and wants to be changed. 

• Can follow basic directions. 



17 
 

• Understands potty lingo like "pee" and "poop." 

• Tells you when he/she needs to go—or uses body language, like going into corner or 

grunting. 

• Can pull her pants down and up. 

• Can sit down on—and get up from—a potty chair. 

• Can clearly communicate needing to go. 

 

Nutrition  

The following guidelines will be followed in planning menus for center provided meals and snacks: 

o Each meal shall provide for 1/3 the daily nutritional requirement of the child 

o Breakfast shall include at least one item from each of the following 3categories: 

o  (served 7:30-8:00 am) (wrap around care children) 

➢ Fruit or vegetable 

➢ Whole grain, cereal, enriched bread product 

➢ 1% milk 

o Snacks shall include at least one item from 2 of the following categories: (served 9:30am) 

➢ Fruit or vegetable 

➢ Soy butter or other protein 

➢ 1% milk 

➢ Whole grain, enriched bread product 

o Lunch shall include at least one item from each of the following categories: (served 11:40 am) 

➢ Meat, poultry, fish, egg, beans, soy butter, cheese 

➢ Two vegetables, two fruits, or one vegetable, one fruit 

➢ Whole grain, enriched bread product 

➢ 1% milk 

o Snacks shall include at least one item from 2 of the following categories: (served 2:34 pm) 

➢ Fruit or vegetable 

➢ Soy butter or other protein 

➢ 1% milk 

➢ Whole grain, enriched bread product 

The cook will maintain current food service certification. Meals are prepared onsite by the center cook 

in the kitchen. Menus follow a 4-week rotation and are planned by the center cook. Menus are posted 

outside the kitchen and in each classroom. Breakfast is served at 7:30-8:00am, early snack is served at 

9:30am, lunch 11:40-12:30pm, snack is served 2:45-3:15 pm. Late children may be offered a small snack 

at 5:30pm. Meals are served family style in the classroom. Staff will join the children at the table for 

meals and assist them in serving themselves. Staff will encourage children to try all foods; however, 

children will not be forced to try anything. Children may have seconds of any foods regardless if they 

have tried all the food or not.  Any specialty meals for allergy or other purposes will be planned and/or 
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brought in by the family and must follow the above nutrition guidelines. Any meal, snack, or beverage 

brought from home must meet the CACFP guidelines and if the food item does not meet these 

guidelines the center will supplement from our kitchen. 

 Allergies and special requirements for the child are posted discretely for reference in the kitchen and 

classrooms. If your child has allergies, or special requirements, please provide a doctor’s note for the 

restriction. Juice will not be served at any meals or snacks. Menus will be posted in each classroom, in 

the kitchen, and on the parent boards. Families may request to receive a copy of the menu weekly.  

We are a peanut/nut free center. Peanuts will not be served or brought into the classrooms at any time. 

Notices are placed in all classrooms and the hallway. 

Special treats brought in must have an ingredient label on the package in order to be brought in. If a 

special homemade treat is brought, we ask that a recipe also be brought in, should anyone need to 

know the ingredients.  Families may be asked to provide for parties by a signup posting in their child’s 

classroom unless the center will provide for them.  

All foods will be stored in the kitchen in the designated Lake Edge placements. The center cook will 

oversee tracking foods and dates. Staff is required to assist in maintaining foods as well. All foods 

opened will be stored in airtight containers and labels with the date opened. After 3 days, left over 

perishable foods will be tossed. 

Safe Food and Sanitation Practices  

Sanitation and food preparation are the responsibility of the cook. Food prep surfaces, dishes used for 

serving and storing, as well as appliances will be kept clean and sanitized. Foods will be purchased 

through various retail outlets including institutional food suppliers. Perishable food will be stored in an 

upright freezer or refrigerator located in the kitchen. Nonperishable food will be stored in the pantry in 

the kitchen. Opened goods will be properly stored to retain freshness. All food operations will follow the 

state mandated guidelines as well as the food program guidelines. 

Health Policy  

Upon arrival, each child is assessed by the teacher for any signs of illness. If it is apparent that the child 

may be ill, the teacher will discuss the situation with the parent or guardian and may suggest the child 

go home for rest.  

A child will be required to go home with any of the following symptoms or illnesses occurs: 

Sore throat, inflammation of the eyes; fever of 101 degrees F or higher, lice, ringworm, unfamiliar or 

suspicious rash, vomiting, diarrhea (2 or more times) or other illnesses/symptoms that could affect the 

health of others.  

Children may return to the center 24 hours after the symptoms have cleared. 
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To help reduce the spread of germs, staff and children wash their hands before and after diaper 

changes, before and after meals, after bathroom, after wiping any bodily secretions, upon entering a 

new classroom, and arriving at their classroom. This is done using antibacterial hand soap and warm 

water, scrubbing for 20 seconds then rinsing. 

Medical Records and Vaccinations  
All current medical and immunization records for each student must be submitted prior to the first day 

of attending school.  The school administrator will keep you up to date when immunizations need to be 

updated. If you chose not to have your child immunized, he or she may be sent home when there is any 

instance of contagious disease. Your child may be excluded from activities that could put him or her at 

risk. 

Medications  

Any type of medication, including for allergies or teething requires a doctor’s note before we will 

administer the medication to any child. There is no exception to this rule. Medications are stored in a 

locked cabinet, accessible by authorized personnel. Teachers are not asked to administer any 

medication. Information necessary for us to administer medications, creams, and ointments include but 

are not limited to; dosage, administration instructions, signs and symptoms to be aware of, and a 

doctor’s authorization. The Only creams a doctor’s note will Not be necessary are diaper creams.  All 

medications must be in their original containers.  School Administrator will only give those medications 

that are not expired.  All expiration dates are on the original containers. 

Accidents/Injuries  

Any injury or accident occurring on the grounds or on a walk will be cared for immediately. When mild, 

the wound will be washed with soap and water, an ice pack may be given, or a band aid will be applied. 

A mild injury may include small scrapes, bumps, or bruises. At no time will an antiseptic cream or lotion 

be applied to injury. If an accident report is filled out, the signature of the parent or guardian is required 

then a copy is placed in the file and one given to the parent or guardian. We also keep on hand, an injury 

or accident logbook that is reviewed by the Administrator as well as by our state licensing 

representative.  

In the event of a serious injury, we refer to the on-file information to contact the child’s physician. The 

parent or guardian is notified as soon as possible after the injury occurs. If transporting the child to a 

medical facility, we will call for an ambulance. Staff will follow current trainings for CPR and First Aid 

care. This training is required for all staff every two years. 
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Reporting Child Abuse  

As providers we are required to report any suspected child abuse or neglect to the department of Health 

and Human Services. This can be done by phone or personally. We will be expected to give the facts and 

contributing information leading to our suspicion of abuse or neglect. If an employee needs support in 

this they may turn to the Administrator, however it is the person that witnesses or suspects the abuse or 

neglect that must make the call. Employees will NOT be discharged form employment for any report 

made. Parents or guardians may not be informed if a report has been made. 

Inclement Weather Notifications    

It is Lake Edge policy that we will make every effort for the Preschool and Child Care will stay open.  We 

understand that families do have to work.   Decisions to close the school are made by the administrator 

of the school.  In the event of the school closed or closing early, parents will be contacted by a bulk texting 

from Procare system, Parents need to make sure that their cell numbers are up to date in the system. 

Parents can also check the local TV stations for school closings.  It is up to the parent’s discretion  to bring 

their child to school during inclement weather.  This will still be a normal tuition week, no credit for not 

attending will be applied. 

Emergency/Evacuation/Shelter Procedures  

o Evacuation: 

During a fire, children are promptly lined up with their teacher. The teacher grabs the 

emergency bag and attendance sheets, counts the children and they all exit the building in a 

safe and orderly fashion. Teachers and children will line up and wait by the labyrinth gate by the 

butterfly statue. Teachers will count and check their groups and await direction. Evacuation 

floor plans can be found in every room in the center.  

o Tornado/Severe Storm: 

In the event of a tornado, staff and children will go to the designated area for shelter. 

Attendance and emergency bags will be grabbed, and attendance checked before and after 

reaching the designated place and wait for direction.  

o Intruder: 

Suspicious activity noted outside or around the center or by notification from law enforcement, 

will result in a lock down of the center. Entrance doors and windows will be locked, and window 

treatments drawn. Teachers will be instructed to keep the children in their classrooms. In 

extreme cases, teachers will be instructed to take the children to shelter in such area as supply 

closets, bathrooms, lounge areas, etc. 

o Building Issues: 

Damage to the building related to, but not limited to plumbing, electrical, or heating, licensing 

personnel will be notified. Should problems occur leaving the building unfit for the business to 
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be open parents will be notified and the center will remain closed until the problem is resolved. 

If we need to evacuate the building and the surrounding area, teachers, staff, and children will 

gather at Smith Park on Cleveland St and Keys St in Menasha. 

o Should phone services be lost, parents will be contacted by cell phones and notified so they can 

keep in contact throughout the day and until the problem is resolved. 

o There are people within 5 minutes of the facility that can come and assist in an emergency if 

only one person is in the building. 

Individual Responsibilities during 
Evacuation/Emergency  

Teachers:  

➢ Obtain attendance and emergency bag kept in the room 

➢ Assemble all children to the exit 

➢ Count the children and ensure all are present 

➢ Lead children to designated area 

Cook: 

➢ Promptly turn off cooking appliances 

➢ Proceed to the classrooms to assist 

➢ Do a final child and staff headcount  

Administrator 

➢ Check all storage rooms, restrooms, and remote areas to ensure all staff and children are 

evacuating 

➢ While doing so, close all doors to prevent the spread of fire 

➢ Do not leave building until you are sure everyone is evacuated 

➢ Call the fire department  

➢ Exit building and assist teachers 

➢ Inform emergency personnel of the status of the evacuation 

➢ Do final headcounts 

➢ Stay and assist with the children 

It is the responsibility of the Administrator to do monthly check of the fire alarms and to conduct drills 

for all emergencies. They will also check emergency equipment. All of which will be documented and 

dated. 
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Missing Child (Whereabouts of children) 

When it is suspected that a child is missing, the respective teacher will immediately inform the 

Administrator. All remote areas will be searched. If unsuccessful, the playground will be searched. If still 

unsuccessful, the Administrator will call 911. At that time the Administrator and cook will canvas the 

surrounding area and will go house to house until the child is found. Please note, this not to alarm anyone, 

but policies are guides for sometimes the worst-case scenario. Parents will be notified by the 

Administrator. Lake Edge Learning Center is required to self-report any child that is unattended per DCF 

251 rules and regulations. Please note if a teacher leaves a child behind it may result in immediate 

termination. 

Sudden Infant Death Syndrome (SIDS) Reduction 
Measures (Ages 0-5 years) 

The following guidelines will be followed to prevent SIDS, given by the State Department 

o Infants will be placed to sleep in a crib on a firm mattress with a fitted sheet 

o Infants will be placed on the backs to sleep unless a doctor’s note is provided 

o Pillows, blankets, stuffed animals will not be placed in cribs and are not used for sleeping 

surfaces 

o Infants head will remain uncovered during sleep 

o Should an infant fall asleep in any swing or in someone’s arms, they will promptly be moved the 

crib 

o Infants will be removed from car seat and handed to the caregiver or placed on the floor or in 

crib 

o All staff will attend SIDS training upon hire 

*any questions related to employment policies may be brought to the administrator. Employment polies 

may be reviewed by families at any time by request. 

Termination of Enrollment 

When a parent wishes to terminate enrollment, we ask for a two-week notice. When termination is by 

the request of the center one or more of the following conditions may exist, but are not limited to: 

o Overdue/delinquent fees 

o When all attempts to correct difficult behavior have been exhausted and the child’s behavior has 

become disruptive and/or potentially harmful to staff or other children (see Child Guidance Policy) 

o Failure to comply with health policies (see Health Policy) 

o Failure to complete or update required forms 
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Grievance Procedure  

All Lake Edge Learning Center families are encouraged to bring any concerns or problems to the 

Administrator with any grievance. The Administrator will assist in finding the best possible solution and 

will monitor the situation until she is confident the situation is resolved. If necessary, the grievance will 

be discussed at the next board meeting. At this meeting, the problem and solution will be outlined. 

Families will meet with the Lake Edge Administrator to discuss the decision the Lake Edge Learning Center 

Board of Directors on LELC (Lake Edge Learning Center) family concerns. 
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Two Week Notice 

 

I, ______________________ the parent/guardian of ___________________________________ 

Here by give Lake Edge Learning Center a two-week notice from the date listed below to 

withdraw my child(ren). 

Today’s Date: ___________________________ 

Last day attending: _______________________ 

Reason for leaving: _______________________________________________ 

If leaving for the Summer, please understand that a one-week tuition is due at time of 

withdrawing from Lake Edge Learning Center.  This is nonrefundable. 

________________________ return date for next school year attending. 

 

 

 

 

______________________________________   ______________________ 

Parent/Guardian Signature       Date 

 

_______________________________________   _____________________ 

Administrator Signature       Date 

I understand that for my two weeks’ notice to valid, I must be sign and date the form.  This 

form also must be signed by Lake Edge Learning Center administrator. I further understand 

that I am to keep a copy of this signed form in my records for three months. 
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Receipt and Acknowledgement 
I acknowledge that I have received and read Lake Edge Learning Center’s Tuition Policy Handbook and 

understand the provisions herein. I understand that the terms described in the policy manual may be 

altered, modified, changed, or eliminated at any time by Lake Edge Learning Center with or without 

prior notice. 

 

Child/ren’s Names (please print) 

 

Parent/Guardian Name (please print) 

 

Parent/Guardian Signature 

 

Date 


