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The Eastern Upper Peninsula organizes itself in the manner demonstrated in the flow chart below:
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This organizational structure assures that the programs are providing children and families with a quality preschool experience.  It places highly qualified staff at the top to oversee the program structure and maintain fiscal responsibility.

General Rule

Staff will follow the rules and regulations set forth in the State of Michigan Department of Human Services Bureau of Child and Adult Licensing Childcare Licensing Rules and the Michigan Department of Education Great Start Readiness Preschool Implementation Manual at ALL times. A copy of both documents must be kept on file at the center.
Program Philosophy

{SCHOOL NAME} Great Start Readiness Preschool provides a developmentally appropriate program in a safe and nurturing environment, which promotes social, emotional, physical, and cognitive growth. Our goals foster a positive self-concept and develop socialization and school readiness skills. Various experiences, geared to the age group, as well as individual needs of each child are provided.  Long-lasting partnerships between school, family, and community are initiated.  The teaching team uses the HighScope® curriculum to gently guide each child’s learning as they make discoveries using an active participatory approach.  Children’s developmental progress is assessed through daily observation.  Because learning is a life-long process for children and adults, and it is necessary to make continued improvements, the program and staff are evaluated on a regular basis using a Program Quality Assessment.  The results are used to guide the teaching team toward a higher quality experience for all children in the program.
Child to Adult Ratio

This center maintains a 8:1 Child to Adult ratio.  It is in compliance with the MDE GSRP Implementation Manual and exceeds the requirements for the State of Michigan Childcare Licensing Rules.
Licensing Notebook

A notebook is maintained in the center which includes all licensing inspection reports, special investigation reports, and all related corrective action plans (CAP).  Parents are informed that the notebook exists and that it is available for their review during regular business hours.  

Staff/Volunteers

· The Michigan Department of Human Services will screen the teacher for academic credentials and any possible criminal or substantiated child abuse history.  Staff are finger printed to ensure that they have no criminal history. 
· Assistant teachers and substitutes are screened and cleared of criminal history.  The MDE certification for teaching assistants is followed. 

· A staff member will not be employed if he or she has been convicted of child abuse/neglect or a felony involving harm or threatened harm to an individual within 10 years immediately preceding the date of hire. 
· A staff member shall provide the child care center with the documentation from the Department of Human Services that he or she has not been named in a central registry case as the perpetrator of child abuse or child neglect 
· If a staff person has resided outside of this state as an adult within the 10 years immediately preceding the date of hire, a criminal history check equivalent to Michigan depart of state police internet criminal history access tool (ICHAT) and the department of human services central registry clearance shall be requested for all states of previous residence during those 10 years.  The out-of –state requests and any responses shall be kept on file at the center.
· The documentation required by this rule shall be updated every 2 years at renewal and upon request by the department and shall be kept on file at the center.
· Parents and Volunteers shall not have unsupervised contact with children within the {SCHOOL NAME} Great Start Readiness Preschool.  Volunteers will be monitored by employed staff at all times.  
Staff Retention Policy

Policies support staff retention to improve the consistency and quality of the program.  

Employees (both lead and associate teachers) in this program receive:

SSM

*An hourly rate based on experience and education

*Health, dental, vision, and disability and life insurance

*Personal and sick days

*Retirement benefits

WF

*Master contract

*Annual salary based on experience and education
*Health, dental, vision, and disability insurance

*Personal and sick days

*Retirement benefits

SI

*Annual salary based on experience and education

*Personal and sick days

*Cafeteria benefits

Eng

*Hourly rate based on experience and education

*Dental and vision insurance (lead teacher only)

*Personal and sick days

*State of Michigan School Employees Retirement benefits

3 Lakes, Newberry, Pickford, DeTour
*Hourly rate based on experience and education

*Personal and sick days

*State of Michigan School Employees Retirement benefits

Rudyard

*Master contract

*Annual salary based on education and experience

*Health, dental, vision, and disability and life insurance

*Personal and sick days

*Retirement benefits

Training/Professional Development

Staff will comply with the Michigan Childcare Licensing Rules staff professional development rules.  All new staff will be provided with an orientation to the childcare center rules, policies, and practices prior to unsupervised contact with children.

Staff are responsible for maintaining current certifications required for their position.  Failure to do so may result in termination.

Staff will complete blood-borne pathogen training annually in compliance with Part 554-Bloodborne Infectious Diseases, Occupational Health Rules 325.70001-325.70018 of the Occupational Health Standards.

All program directors, site supervisors, and caregivers must complete 16 clock hours of professional development annually on topics relevant to job responsibilities and the child care center administrative rules.  Programs seeking high quality status must complete a minimum of 24 clock hours of professional development.  This training must be attended by all staff and include at least 3 hours focused on cultural competence and inclusive practices, related to serving children with special needs or disabilities, as well as teaching diverse children and supporting diverse children and their families.    

The program director and all staff have current child and adult CPR and first aid training and verification shall be kept on file at the center.

All trainings will be recorded on the Michigan Childcare and Education Professional Development Record issued by the Michigan Department of Human Services.  Verification will be kept on file in the center.

Evaluation
The preschool program is evaluated 3 times per year by the Eastern Upper Peninsula Intermediate School District Early Childhood Specialist using HighScope Educational Research Foundation’s Preschool Program Quality Assessment.

Staff members are assessed by the building principal/center director annually, or as needed.  Evaluation results will be used to drive instruction and professional development plans.  Staff will be assisted as needed in creating the plan.  An undesirable evaluation will result in an approved improvement plan.
Curriculum Policy see additional curriculum overview sheet for more information
The Great Start Readiness Preschool Program follows the HighScope® curriculum.  It is the teaching staff’s responsibility to implement the curriculum with fidelity.  They also must assure parents have an understanding of developmentally appropriate practices and reflect this during home and center contacts.  The curriculum is based on developmentally practices.  
Children learn by actively exploring their environments and making choices.  The classrooms belong to the children and the trained staff support children’s learning but do not dominate their play.  

Staff perceive all situations, positive and negative, as an opportunity to teach.  A child’s self-esteem is never compromised.
Staff combine a balance of developmental skills and children’s interests to provide the best possible environment for children to learn.  

The HighScope® Curriculum supports planning classroom materials, activities, and celebrations around the interests of the children to reflect the cultural backgrounds of the families.  

The GSRP program maintains State and Federal literacy guidelines through the HighScope® Curriculum.  Classroom literacy activities consist of, but are not limited to, reading, finger plays, poems, word games, songs, labeling, environmental print, and phonics instruction.  

Initial screenings are performed and on going assessments are completed throughout the year for all children enrolled in the program.

In conjunction with the HighScope® curriculum, children will be provided with daily learning experiences that are developmentally appropriate for the level of the children.  Staff is responsible for providing experiences that are designed to develop physical, social, emotional, and cognitive development.
The daily schedule reflects a flexible balance of activities that are quiet and active, individual and group, large and small muscle, and child and teacher initiated.  

Throughout the day, children are provided with experiences to feel successful and develop independence.  In addition, Lesson plans include time to practice social skills, uses materials and take part in activities which encourage creativity, learn new skills and ideas, participate in imaginative play, have developmentally appropriate language and literacy experiences, have early math and science experiences, and be physically active.  

Staff insure that children are receiving a minimum of 30 minutes of outdoor, large muscle time for every 3 hours they are at the center.  If weather does not permit outdoor time, an alternative indoor, large muscle activity will be provided.

Multi-culture and Diversity in the Learning Environment

Materials in the classroom are developmentally appropriate, clean, safe, foster learning and are to reflect the home and community cultures and special needs of the children in the program.  Materials depict a wide range of non-stereotyped role models and cultures.  

The home and community cultures are used to choose materials to be included in the classroom.  Materials reflect children’s interests, parental hobbies and employment and area traditions are integrated in all areas of the classroom as well as in projects and lessons presented daily.

Examples of materials that foster diversity include snowmobile helmets, jackets, gloves, etc., during racing season, camouflage during hunting season, real cameras and phones, cooking utensils, brief cases and purses, dress up clothes for various occupations, cleaning tools, carpentry tools, photos of family members, sports clothing and books, etc…   During the initial home visit, staff should inquire about family interests or traditions which could be included in the classroom.  
Record Keeping

Staff are responsible for maintaining records of daily attendance with time of arrival and departure.  If a child enters/exits the program during the school year, the starting/withdrawal date should be recorded in the attendance records.

Staff are required to submit on line electronic data form for each child within 15 schools days of the child starting/withdrawing to the EUPISD.  This form can be found at eupkids.com. 

Staff are responsible for keeping up to date files on each child enrolled in the Great Start Readiness Preschool.  The files must include:

●Age documentation (birth certificate, passport, hospital record, baptismal record, or other governmental form such as a Medicaid card.)

●Health and Immunization Records – Health appraisal must be on file within 30 days of enrollment 

●Documentation of risk factors (see Implementation Manual for risk factor details

●Income Verification-weekly, monthly, or annually
●Parent/Guardian name, home address, and phone number (both at work and home or anywhere else the parent may be reached while the child is attending the program.  

●Names and phone numbers of any adult to whom the child can be released.

●Medical emergency personnel authorized to treat the child.

●A completed Child Information Card issued by the State of Michigan Department of Human Services or a comparable form.

●A record of parental contact (home and center visits)

●Documentation of children’s progress and assessments 

Records for each child must be kept on file in a secure place for 7 years, for audit purposes. Children’s files are subject to all rules about family privacy and confidentiality.  

Tuition Policy

Great Start Readiness Program (GSRP)
2014-2015 Guidance on Per-Child Fee Schedules

Public Act 60 of 2013 (the state School Aid Act) refined the focus of eligibility for the Great Start Readiness Program (GSRP), establishing that up to 10 percent of children enrolled throughout the Intermediate School District (ISD) region may be from families above 250% of the federal poverty level (FPL) with extreme risk for low educational achievement as determined by number or severity of GSRP risk factors. These families must be charged tuition calculated on a sliding scale, based on family income. 

Sec. 32 d(13) An intermediate district or consortium of intermediate districts receiving funds under this section shall establish a sliding scale of tuition rates based upon household income for children participating in an eligible great start readiness program who live with families with a household income that is more than 250% of the federal poverty level to be used by all of its providers, as approved by the department. A grant recipient shall charge tuition according to that sliding scale of tuition rates on a uniform basis for any child who does not meet the income eligibility requirements under this section. 
GSRP slots filled by over-income families are compensated at $3,625 per Part-Day or $7,250 per School-Day slot. In other words, the sliding scale fee is in addition to the funded slot amount provided by state school aid funds administered by the Michigan Department of Education (MDE).  The GSRP Implementation Manual and the Participant Eligibility and Prioritization Flowchart must be used when determining family income and documenting risk factors. The family contribution is the amount, based on a percentage of the family’s gross annual income, determined by the EUPISD to be a reasonable amount a family should pay toward the cost of GSRP. The precalculated fee is a per-child fee, not a per-family fee. Tuition income and related expenditures will not be reported to MDE, but must be available for review upon request. 

The following policies must be adhered to: 

A. Families whose income falls at or below 250% of FPL pay no tuition for GSRP. 

B. Part-Day and School-Day GSRP shall charge tuition to enrolled families over 250% of the Federal Poverty Level and shall charge the GSRP fee only for the portion of the day supported by GSRP. 

C.  Families paying the full year tution rate by October 1, 2014 will receive a 10% discount off the total yearly tuition fee. Should a child be withdrawn early from the program, a refund of a prorated amount will be reimbursed to the original payer. The amount will be prorated based on the amount of time the child was enrolled in the program. 

D. Tuition fees from families must be expended within the fiscal year that they were collected. 

E. Tuition fees must be used to support the GSRP, as defined in the Budget Section of the GSRP Implementation Manual. 
F. All Head Start and GSRP policies and regulations are applied to the GSRP/Head Start blended slots, with the highest standard from either program adhered to. A Head Start program must not prescribe any fee schedule or otherwise provide for the charging of any fees for participation in the program (HSPS 1305.9). Therefore, children enrolled into the GSRP/Head Start Blend must not be charged tuition. 

G. In order to comply with Individuals with Disabilities Education Act (IDEA) requirements for free appropriate public education (FAPE) and to comply with state law requiring special education services to start at birth, GSRP eligible children from over-income families who are enrolled and who also have an Individual Education Program (IEP) must not be charged tuition.  Additionally, any child who qualifies under the McKinney-Vinto Act may not be charged tuition.   

H. Parents who pay tuition may not incur expenses for other portions of the program, such as meals or transportation. 

I. The number and severity of factors and local prioritization of factors contributing to educational risk must be incorporated into enrollment practices for over-income families. The GSRP Implementation Manual and the Participant Eligibility and Prioritization Flowchart must be used when determining family income and documenting risk factors. Documentation of the risk factors must be kept in each child's file. 

J. Late payment fees are permitted only to recoup collection costs. 

K. Income and tuition fees are calculated at the time of enrollment. During the academic year, if the family situation changes, families may request a re-calculation of income to determine a lower tuition. 

L.  Tuition rates will not be adjusted due to child absences unless there are extenuating circumstances, in which case the staff will evaluate the situation and with the approval of the EUPISD Early Childhood Specialist, rates may be adjusted.  

M.  Exclusion of children from the program for non-payment is not permitted.

The following policies and procedures will be in place for the 2014-15 school year for the EUPISD Great Start Readiness Program (GSRP):

A.  All sub-recipients will be provided with an updated copy of the tuition policies, procedures, and scale annually.  This is to be included in the recruitment materials sub-recipients are using to recruit new families.  The policy will be reviewed annually as part of the EUPISD Advisory committee.  It will be approved by both the EUP Great Start Collaboartive and the EUPISD Board of Education annually.

B.  Parents will be notified, in writing, of the tuition policy upon enrollment into the program.  The tuition policy will also be included in the parent handbook.

C.  Parents will be notified of any changes to the tuition policy a minimum of 30 days prior to the change.  Sub-recipients are not to make changes to the tuition policy without the approval of the EUPISD.

D.  Tuition fees collected by the sub-recipients will be documented and a receipt will be given to the parent at the time of payment. 

E.  Sub-recipients will retain all fees collected for use within the GSRP program.

F.  All fees collected must be used within the 2014-15 school year and may only be spent on GSRP related costs.  This may include, but is not limited to purchases related to program quality or child development goals or professional development.  Expenditures must be reported to the EUPISD quarterly along with detailed receipts.  

G. On a quarterly basis, the following information must be provided to the EUPISD related to the tuition fees collected:

· Detail General Ledger from the financial software system of revenues collected. For Local School Districts, the State of Michigan Accounting Manual requires the Revenue Major Class Code of 131.

· A log of fees collected during the quarter and copy of receipt provided to the payer (a log sheet and receipt book will be provided to sub-recipients by the EUPISD).

· Detail General Leger of expenditures (related to the tuition fees) showing dates of disbursement, check numbers, check amounts, and description of disbursement. 

· Copies of invoices and/or other documentation of expenditures.

H. Failure to provide evidence of the billing, collection, and payment process may result in a loss of GSRP funding.

I.  Parents with questions should begin at the sub-recipient level with the classroom teaching staff.  If the question cannot be answered, the parents can refer to the grievance policy stated in the Parent Handbook.  

Eastern Upper Peninsula Intermediate School District

2014-15 Great Start Readiness Preschool

Sliding Fee Tuition Scale

	Annual Tuition Rates
	GSRP/Head Start Blend 
	Children with an Individualized Education Program (IEP)
	Below 250% of the

Federal Poverty Level
	251%-350% of the

Federal Poverty Level
	Above 350%

of the Federal Poverty Level

	 Part-Day Programming
	$0
	$0
	$0
	$180/year

($20/month)

(Sept.-May)
	$360/year

($40/month)

(Sept.-May)

	School-Day Programming
	$0
	$0
	$0
	$360/year

($40/month)

(Sept.-May)
	$720/year

($80/month)

(Sept.-May)


***Sub-recipients will be responsible for collecting tuition.  Fees collected must be used within the GSRP program during the 2014-15 program year and must be reflected in the approved budget.  

** Children enrolled in a GSRP/Head Start Blend must not be charged tuition.

**Children with Special Education IEP’s must not be charged tuition.

Effective July 1, 2014 to June 30, 2015
	Household

Size


	Federal Poverty Level

250%
	Federal Poverty Level

350%

	
	Annual      Month      Week
	Annual         Month        Week

	1
	29,175        2, 432            562
	40,845            3,352             800

	2
	39,325        3,278             757
	55,055            4,525          1,061

	 3
	49,475        4,123             952
	69,265            5,697          1,333

	4
	59,625        4,969          1,147
	83,475            6,870          1,626

	5
	69,775        5,815          1,342
	97,685            8,042          1,914 

	6
	79,925        6,661          1,538
	111,895          9,215          2,153

	7
	90,075        7,507          1,733
	126,105        10,387          2,426 

	8
	100,225      8,353          1,928
	140,315        11,560          2,699

	For each additional family member add
	10,150           846             196
	  14,070           1,173             271   


Home/Center Visits

Two (2) home visits and two (2) center visits will be done with every family.  The home visits should take place prior to the child beginning in the program and at the conclusion on the program.  The center visits should take place in November or December and in February or March.  

Home and center visits are used to discuss overall development, child strengths, areas of concern, and results of assessments.  Parents are provided with activities to help foster kindergarten readiness.   Home visits shall be scheduled for a minimum of 1 hour (exclusive of travel time) and center visits shall be scheduled for a minimum of 45 minutes.  
Screening and Assessment

Staff will assess children two (2) times per year using age appropriate Ages and Stages Questionnaire (ASQ) and the Early Skills Literacy Assessment (ELSA).  Assessments are administered within 30 school days of child entry into the program and no sooner than 30 days prior to the conclusion of the school year.  Daily observations are recorded throughout the year.  They will be entered into the on-line Child Observation Record (COR). The completed assessments will be placed in the child’s file and shared with parents at home and center visits.  The SRA math assessment is used to help teachers understand what children know about math and to guide lesson planning and activities to increase math readiness skills.  Additional assessments may be done with prior approval of the administration.  

Observation notes and assessment outcomes will be used to identify individual strengths and weaknesses.  Lesson plans are developed based on the needs of individual children.  Lesson plans should indicate which child is a focus for which skill  

See the Great Start Readiness Preschool Assessment Overview for details regarding the assessments.
Developmental Concerns

If a child is suspected of having a developmental delay, the situation will be handled with care and sensitivity.  Document concerns and discuss them with the parent, taking into consideration their feelings.  Under no circumstances should staff diagnose a disability.  Discussions of concerns are to be based on developmental assessments.  

Staff will follow the regional Preschool Student Assistance team Process (SAT).  As part of that process, attempts are made within the classroom to accommodate the child’s individual learning needs.  If, after accommodations have been made and implemented and the SAT process has been followed, a need for further intervention is necessary, a referral to special education should be made.  Contact the Early Childhood Specialist for the referral process.
Discipline/Guidance Policy

· The Great Start Readiness Preschool believes classroom management is a learning opportunity and that a positive self-image is the best foundation for a successful future.  As a result, we implement guidance that is caring, but firm. Consequences are short, consistent, immediate and logical.  Emphasis is placed on providing respect, order, security, and unconditional positive regard for every child.  Because a positive self-image is our main concern, any form of negative procedures or consequences will not be used.  This includes shaming, threatening, depriving, or corporal punishment, including hitting, spanking, shaking, biting, or pinching.  Staff should not use a harsh tone of voice when redirecting children’s inappropriate behaviors.
· Enrollment will not be denied and children will not be excluded based on challenging behavior, any disability, the need to access additional resources to serve a specific child, or the need for individualized planning and intentional teaching.

· The adults in the GSRP classroom will:

· Encourage children to do things for themselves

· Treat conflict situations with children matter-of-factly

· Approach children calmly and stop any hurtful actions

· Acknowledge children’s feelings

· Teach conflict resolution strategies

· Ask children for solutions and encourage them to solve the conflict together; and

· Support when children when they make decisions.

Adults are prohibited from:

· Hitting, spanking, shaking, biting, pinching, or inflicting other forms of corporal punishment.

· Restricting a child’s movement by binding or tying him or her.

· Inflicting mental or emotional punishment, such as humiliating, shaming, or threatening a child.

· Depriving a child of outdoor play or other gross motor activities, food , or participation in an activity.
· Excluding a child from daily learning experiences.

· Confining a child in an enclosed area, such as a closet, locked room, box, or similar cubicle

· Time out chairs or spaces should be used with great caution and must be visible to staff.  They should only be used until the child regains composure.  

Abuse and Neglect Policy

All information concerning children and their families will be kept confidential.  All conversation concerning children and their families will only be discussed in private between GSRP staff members.

All staff members are required to report any suspected abuse or neglect immediately to the proper authorities (DHS) and inform the center director/principal of the actions you have taken.  Reports should be made at 1-855-444-3911.  A written report to DHS is to follow within 72 hours.  Follow up your report with continued documentation of the situation.  Abuse and neglect are against the law.

All parents, volunteers, and staff will sign a statement certifying that they have not been convicted of child abuse or neglect.

All staff, including substitutes, have a DHS clearance on file. Staff will be terminated if they fail to comply.
Child abuse and neglect reporting procedures (R 400.5102(c)) will be reviewed annually as listed in the parent handbook.

Staff will have training as to the legal responsibilities under the Child Protection Law—including but not limited to:

· The individual is aware that abuse and neglect of children is against the law.

· The individual has been informed of the center’s policies regarding child abuse and neglect.

· The individual knows that any caregiver is mandated by law to report suspected abuse and neglect to DHS immediately; to be followed up in writing within 72 hours to DHS.
Nutrition Policy
A Registered Dietician must review all meal and snack menus prior to the start of the school year.  Menus need to be submitted to the ISD ECS prior to August 1st each year.  The dietician will review the menus and make recommendations.  The menus, along with the dietician notes, must be kept on file at the center.  Cycle menus may be used.  All meals and snacks must meet the child and daycare licensing requirements. 

No Smoking Policy

Smoking shall not occur at any time in the center or on center property or on field trips and in vehicles when children are present.

Fire and Tornado Drills

Staff will complete a fire drill once per quarter.  The year is divided into quarters as follows:

Quarter 1:  January-March

Quarter 2:  April-June

Quarter 3:  July-September

Quarter 4:  October-December

Two (2) tornado drills (April-October) must be completed during the program year also.  Drills will be logged indicating the date and time and kept on file at the center.  
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