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HEALTHY  
FAMILIES 

Families are supported so 
their physical and mental 

health needs are 
holistically addressed. 

 

SUCCESSFUL 
STUDENTS 

Academic and social success are 
achieved through high- quality early 
childhood education and addressing 

behavioral health needs 

EMPOWERED 
FAMILIES 

Families actively partner with 
us to identify and achieve 
goals; parents and children 

always have a voice at Starfish. 
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Program Information 

Center Information 
 

Name of Center: _____________________________ Telephone: _________________________ 

Teacher/Home Visitor:  ________________________ Classroom: ________________________ 

Teacher Assistant:  ______________________________________________________________ 

Center Leader: _________________________________________________________________ 

Family Service Guide: ___________________________________________________________ 

First Day of School: ___________________________ Class Start Time:_______ End:________ 

 

Contact Information 
 

 

 

 

Position / Name Phone Number 
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Program Information 

Trauma Informed Agency 
Starfish incorporates a culture of trauma care into every aspect of our work. Traumatic events 
can affect behavior in the here and now and impact a child or parent’s future life and well-being. 
Childhood trauma is a public health crisis in the United States.  Studies show that by the time 
they are in preschool, 1 in 4 children have experienced recurring trauma.  Trauma can impact 
brain development and puts children at a much higher risk of suffering from drug addiction, heart 
disease and cancer. Here is the good news: Trauma does not have to define a person’s life, nor 
determine his or her future. Children and families have the power to overcome traumatic 
experiences, and move on to live happy, fulfilling lives.  Science has told us that mental health 
care interventions and positive and supportive relationships with adults can be the best defense 
against childhood trauma.  Research has shown that this is especially effective if interventions 
are made in early childhood. 
Starfish Family Services creates a culture of awareness through education about what childhood 
trauma is, the impact it has on an individual’s life, and the capacity for healing.  All staff 
working in our early childhood education centers attend Trauma Smart, a trauma awareness 
training that supports social-emotional development for children.  Preschool Behavioral Health 
Therapists are available at each center to support social emotional development, family wellness 
and support referrals to mental health services.  Parents/Guardians can gain trauma awareness by 
attending trainings at Starfish or by participating in Trauma Smart: Parent Edition.  Starfish’s 
culture of trauma care supports children, families, and staff in developing strategies to manage 
stressful situations and in developing protective factors that lead to physical and mental wellness. 
 

Smart Connections 
 
Do you know what trauma is?  Do you know how trauma affects you, your family, and your 
kids?  Do you know how to take care of yourself and your kids after trauma?  Smart Connections 
can help you gain awareness of trauma and the impact it can have on your child and family.  You 
will learn how to support your child at home with the same language and strategies being used at 
school.  As a caregiver it is important for you to take care of yourself in order to care for your 
child, so come learn some ways to take care of yourself while forming relationships with other 
caregivers.  Smart Connections is offered monthly.  For more information on topics, times and 
dates please talk with your child’s teacher, Center Leader, Family Service Guide or Preschool 
Behavioral Health Therapist.  
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Program Information 

The Starfish Story 
A woman was walking the beach after a terrible storm.  She noticed a young man ahead of her 
picking up starfish and throwing them into the surf.  When she reached the man, she asked him 
why he was returning the starfish back into the ocean.  She asked, “With millions of starfish on 
the beach, what difference can you make?”  The young man smiled at the woman reached down 
and picked up a starfish.  Throwing it into the sea he said, “It makes a difference to this one.” 

 

 
 

 

Program Info 

rmation 

 

Program Goals 
 To involve parents and teachers in experiences in the home and classroom that encourages the 

emotional, social, intellectual, physical growth and development of children. 
 To assist children in developing age appropriate skills that will help prepare them for later school 

experiences and develop understanding and knowledge of our world. 
 To give children opportunities to relate to other adults and to participate in new learning and 

social experiences, both at home and at school. 
 To provide parents an opportunity to build on their own strengths in order to meet the needs of 

their children.  This goal is based on the premise that a parent is a child’s first and best teacher.  
 To acquaint parents with and to assist them in using their community’s resources. 
 To assist parents with obtaining comprehensive medical and dental services for their child. 
 To provide nutrition information and assistance to the child specifically, and the entire family 

where possible. 
 To encourage and develop staff- family interaction, an essential component of Early Childhood 

programs, through home visits, parent meetings, parent/teacher conferences and classroom 
involvement. 

Program Information 
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Early Childhood Education Programs 
 

Early Head Start (EHS) 

Early Head Start programs provide family-centered services (home-based and center-based) for 
low-income families with children birth to three years and pregnant mothers. These programs are 
designed to promote the development of the children, and to enable their parents to fulfill their 
roles as the child’s first and most important teacher and to move toward self-sufficiency. 

Early Head Start programs provide similar services as Head Start preschool programs, but they 
are tailored for the unique needs of infants and toddlers. Early Head Start programs promote the 
physical, cognitive, social, and emotional development of infants and toddlers through safe and 
developmentally enriching caregiving. This prepares these children for continued growth and 
development and eventual success in school and life. 

 Home-Based Option   

Many children and parents receive Early Head Start services right in their own home! 
Home Visitors come once a week and work with parents and their children. Together, the 
home visitor and parents watch and think about the child. They plan ways to help the 
child learn using parent-child interactions, daily routines, and household materials. A 
small group of children, parents, and their home visitors also get together monthly for 
group socializations. 

Center-Based Option  

Children are offered in-center services Monday – Friday that promotes school readiness. 
Head Start (HS) 

Head Start is a Federal center-based program that promotes the school readiness of children from 
birth to age five from low-income families by enhancing their cognitive, social, and emotional 
development. Head Start programs provide a learning environment that supports children's 
growth in many areas such as language, literacy, and social and emotional development. Head 
Start emphasizes the role of parents as their child's first and most important teacher. These 
programs help build relationships with families that support family well-being and many other 
important areas. Classes take place Monday-Thursday. 

 

Great Start Readiness Program (GSRP) 

The Great Start Readiness Program (GSRP) is Michigan's state-funded center based preschool 
program for four-year-old children with factors which may place them at risk of educational 
failure.  The program is administered by the Michigan Department of Education, Office of Great 
Start. Classes take place Monday-Thursday. 

Policy on fees:  Our program does not charge eligible families a fee to participate in Head 
Start and GSRP, including special events such as field trips, and cannot in any way condition an 
eligible child’s enrollment or participation in the program upon the payment of a fee. 
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Other Starfish Programs 
 

Starfish works with parents and caregivers to help them be great role models for the 

children in their care.  Our services are confidential and cater to each family’s needs. We 
offer a variety of parenting resources including peer-to-peer support. 
Fraternity of Fathers 
A program for fathers of young children which provides parenting education and facilitated 
discussions on topics of interest to fathers. Topics include: 

 The stresses of parenting from a male perspective 
 How a father’s actions can promote the healthy development of their children 
 The importance of understanding children’s behavior 

Learn more call: 1.734.713.9060 ext. 4963 
 
Partnering with Parents 

 Convenient in-home support for families with children up to age 5 and pregnant women 
 Infant/Toddler growth and development education 
 Parenting techniques for overcoming challenging child behaviors 
 Emotional support and counseling 

Learn more call:  1.888.355.5433 
 

Behavioral Health Services that Strengthen Families 
It’s normal to experience, at one time or another, a behavioral, social, or health issue that can 
disrupt life and harm relationships. Our Mental Health professionals specialize in assessing and 
treating a variety of emotional, behavioral, and developmental difficulties. We work with 
children, teens, adults, and entire families. Learn more call: 1.888.355.5433 

 
Family Issues             Anger Management 
 

 

 
 

Depression, Anxiety and Trauma     Intellectual and Developmental  
        Delays 

 
 
 

 Divorce/separation 
 Parenting issues 
 School age learning or 

behavioral problems 
 Teen and pre-teen challenges 
 ADHD 

 Home, school and or/work 
issues 

 Parent-child/teen problems  
 Marital or relationship issues 

 

 Grief/loss 
 Trauma/abuse 
 Difficult transitions 
 Postpartum depression 
 Suicidal thoughts 
 Eating disorders 
 Chronic pain 

 Autism screening and 
treatment 

 Sensory Processing 
Disorders 

 Developmental delays in 
infancy and early childhood 
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Policies and Procedures 

Attendance Policy and Procedures 
 
National Head Start Guidelines require that daily attendance at your school must average at 
least 85% of the enrollment.  This is another reason for making every effort to have your 
child at school regularly. 
 
Good Attendance - a key to your child’s success in an Early Childhood program and throughout 
their school years.  To receive the full benefit from an Early Childhood program, it is important to 
have your child in school every day.  Model good habits by getting your child to school and picked 
up from class on time. 
 
Good Attendance Promotes: 
 Positive attitude towards school 
 Builds child’s self-worth 
 Classroom routine and planning time 
 Secure relationships with you, new friends, and teacher 
 
When Your Child is Ill: 
*For Safe Start Guidelines due to the pandemic, see the Safe Start Family Handbook. The 
following information applies to typical programming.  
 It is necessary to contact the Office or your child’s teacher if your child is going to be absent 

for any reason on any day. 
 Our program requires a reason for any absence. Failing to contact the office means that the 

absences are unexcused. 
 We know there may be a time when your child is ill.  When that is the case and they are out of 

school for 2 days or more, we ask that you provide a doctor’s note. 
 After careful review of the reasons for your child’s absences, your assigned Family Service 

Guide may need to contact you to develop an Attendance Corrective Action Plan.  
 

Attendance Follow-Up: 
 Absent 1-7 days – Family Service Guide will contact family to determine the reason for the 

absence(s) for each day the child is absent. 
 Absent 8-10 days - Family Service Guide will send a letter regarding pending disenrollment 
 Absent 11-15 days - Family Service Guide will send/mail a letter of disenrollment. Your child 

will be removed from active enrollment and replaced by a child on the waitlist. 
 In circumstances where chronic absenteeism persists, and it does not seem feasible to 

include the child in either the same or a different program option, the child’s slot must be 
considered an enrollment vacancy. 

 
*To review all Starfish Early Childhood Policies and Procedures please ask your Center Leader to 
review the policy and procedure binder at your child’s center.  
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Policies and Procedures 

Withdrawal Procedures 
Please notify your child’s school if you are requesting to withdraw your child from the program. 

 The child may re-enter the program upon available space.  The requirements for re-entering 
are the same as the enrollment process. 

 

 
Arrival/Sign-in and Release Policy 

*Please see our Safe Start Family Handbook for updates due to the pandemic. The 
guidance below applies to typical programming.  

 
Children must be accompanied to and from the program by an adult (18 years or older), who can 
provide a picture ID. All parents/guardians must sign their child/children in and out daily. The 
sign in sheet is located by the door of every classroom. Children must be picked up on time 
daily.   
 

 At the time of registration, parents/guardian must complete a “Child Information Record” 
(Emergency Card).  This form indicates the names of those individuals other than the 
parent or guardian to whom the child may be released.  Staff will only release a child to 
an adult, 18 years or older, who is listed on the Child Information Record.  No 
exceptions will be made for anyone. 

  All adults picking up children must have a picture ID with them as they may be asked to 
prove identity.   

 Children’s information /emergency cards must remain current throughout the school year. 
Parents/guardians must come into the office and meet with the appropriate staff to make 
any necessary changes to their child’s information record/emergency card. Staff will not 
make these changes over the phone; this is a legal document and can only be altered 
by a parent/guardian. 

 In the event of parental legal disputes, legal documentation must be presented to prevent 
a child from being released by our staff to their legal parent or guardian.  
 

Children must be picked up on time.  Children begin to feel abandoned when they watch all their 
friends leave and they are left behind.  They begin to worry about where their parents are and 
whether they are safe. 
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Policies and Procedures 

Late Pick-up Policy 
Starfish Family Services Early Childhood Education programs maintain a strict policy regarding 
“Late Pick-Ups” because Late Pick-Ups are considered a form of neglect/abandonment.  This 
policy includes clear guidelines regarding what happens when parents are repeatedly late picking 
up their children. 

First Incident: 

 Parents/Guardian will be given a verbal, documented warning when they arrive to pick up 
their child/children.  In addition to the warning, parents also will receive a letter outlining 
the program’s policy regarding late pick-up. 

Second Incident: 

 Same procedure as outlined above. 

Third Incident: 

 The parent/guardian must meet with the Center Leader/and or FSG to discuss the issues 
that may be preventing them from picking up the child/children.  At this time, a plan of 
action will be created to help solve the problem.  The child/children will not be able to 
attend class until the parent/guardian has a meeting with the Center Leader and/or Family 
Service Guide. 

Fourth Incident: Following the fourth incident,  

 After the action plan is no longer effective, and another incident occurs, removal from the 
program option and placement on the waiting list will be the only alternative.  The child 
will remain on the waiting list until the parent has made arrangements that will enable the 
child to be picked up on time.  

 At that time, if an opening is available the child will be re-enrolled into the program in 
accordance with the Early Childhood Education program’s selection process.   

Children become frightened and confused when they are picked up late, they often feel 
abandoned.  The child begins to worry about your safety. 

When a child is not picked up, she/he will remain at the site NO LONGER THAN ONE 
HOUR.  Attempts will be made to contact the parent/guardian; and those indicated on the child 
information card by telephone.  After one hour, if the parent or a designated adult has not come 
for the child, the local Police Department/Child Protective Services will be contacted. 

 

Policies and Procedures 
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Policies and Procedures 

 
Child Custody Conflicts 

Child custody situations will be handled in the following manner: Until custody has been established by a 
court action, one may not limit the other parent from picking the child up from the center. It is not within 
our legal right to withhold a child from a parent, unless there has been a court action which limits one 
parent’s custody of the child.  A copy of the Judge’s order that establishes custody must be turned into the 
Early Childhood Education program office. It will be maintained in your child’s file.  Please be sure to 
bring any new orders or documentation showing changes in custody to the Family Service Guide and or 
Center Leader. 

 

Right to Review Records 

Parents/guardians have the right to review and request a copy of their child’s record.  If a parent/guardian 
is interested in reviewing their child’s record, contact the office and make an appointment with the Family 
Service Guide. Staff will assist families within 24 hours of their request to review the records and make 
copies, if needed.  

 Client Rights 
 To be treated with dignity and respect. 
 To be free from harm or abuse. 
 To receive services in a clean and safe 

environment. 
 To Privacy and to have your information 

be kept confidential (unless reporting is 
required by law). 

 To be involved in the planning of my/our 
services. 

 To be free from discrimination based on 
race, color, national origin, disability, sex, 
sexual orientation, age, political 
affiliation, or religion. 

 To understand the complaint resolution 
process and seek assistance with concerns 
or grievances including responses that are 
timely, objective, fair and understandable.  

 Open communication (phone, mail or 
other means unless otherwise restricted in 
a behavior plan). 

 Should you feel that your rights have 
been violated or if you have a complaint, 
please call (734)728-3400 and ask to 
speak to the Client Advocate or by email: 
Quality@sfish.org 

 
 To access your record (utilizing a 

request process that may include a 
charge for the cost of copies). 
 

Notices of Privacy Practices are available 
at your child’s center. 
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Policies and Procedures 
 

Child Abuse/Neglect Policy 
What is it? 

“Child” refers to any person under 18 years of age. Child abuse means harm or threatened harm 
to a child’s health or welfare by a person responsible for the child’s health or welfare, which is 
non-accidental, physical or mental injury, sexual abuse or maltreatment. 

Child neglect means harm to a child’s health or welfare by a person responsible for the child’s 
welfare which occurs through negligent treatment including the failure to provide adequate food, 
shelter, clothing. medical care and inadequate supervision. 

The Law and Staff Responsibility: 
 
The Child Protection Law of 1989 requires that a staff person, “Who has reasonable cause to 
suspect child abuse or neglect must immediately by telephone or otherwise make an oral report, 
or cause a report to be made of the suspected child abuse or neglect, a written report shall 
follow.”  Parent/guardian may or may not be informed of a report. 
 
Parent Responsibility 
Any person, including a child, who has reasonable cause to suspect child abuse or neglect, may 
report the matter to the Department of Health and Human Services or any law enforcement 
agency.  The identity of the reporting person is confidential and can be disclosed only with their 
consent or by the courts.   
 

Substance/Smoke/Vape Free Environment 
  

It is important to protect children from being placed in dangerous situations.  If, on arrival or 
departure at the center, a parent/guardian appears to be impaired and intends to transport their 
child(ren) in a motor vehicle, the Early Childhood program staff will: 
 

 Let the parent or adult know that it is not safe for the child to ride with him/her at this 
time and call for alternate transportation. 

 Inform the police if the parent or adult refuses alternate transportation. 
 

State law prohibits the use of tobacco or tobacco products on school property.  School includes 
school parking lots and playgrounds surrounding school property as well as inside the school 
building.  This law also prohibits smoking or vaping during school sponsored activities.  

Policies and Procedures 
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Policies and Procedures 

Parking Lot Safety 
 
Leaving Children Unattended in Vehicles  

Starfish Family Services has a strict policy regarding children being left alone in or around 
vehicles. Children should not be left alone as you run into the building to pick up/drop off 
another child or while dropping off items. We enforce and abide by the proposed law of 
Michigan, that parents/guardians never leave children alone in or around vehicles, not even for a 
minute. Many caring and responsible parents have left their children alone in a car not 
understanding the risks involved.  The results of leaving a child in a vehicle have proven to be 
deadly.   

 Temperatures can reach fatal levels in minutes 
 Children can be abducted  
 Children can set the vehicle in motion 
 Children can leave the vehicle looking for you 

Turn off Your Car 

Please be sure to turn your car off when you leave it unattended to pick up or drop off your child. 
It only takes a minute for someone to jump in and try to quickly drive off, possibly injuring other 
parents and children. 

Holding Hands for Safety 

The parking lots at our Early Childhood Centers are very busy, especially during the time of drop 
off and pick up with cars coming and going. Our children are very small and cannot always be 
seen by drivers. However, drivers can see adults and for the safety of their child, parents must 
hold their child’s hand while crossing the parking lot. 

Handicapped Spots 

As in any public parking lot, handicapped parking spots are only for those persons with official 
handicapped stickers. 

Car Seat Safety 

Car seats are extremely effective when correctly used and installed, reducing the risk of death by 
71 percent for infants under age one and by 54 percent for toddlers ages one to four (Michigan 
Department of Community Health Director, James K Haveman Jr.).  

 All infants should ride in a rear-facing car seat until they are at least 2 years of age or 
reach the highest weight or height allowed by their car seat manufacture requirements. 

 Children between 40-80 pounds should ride in a booster seat, using the vehicles lap and 
shoulder belt for best protection. 

Never use a car seat that has been involved in a crash, it may be structurally damaged. 
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Policies and Procedures 

Child Injury/Emergency 

In the event of an emergency parents/guardians will be contacted immediately.  The primary 
concern is the safety of the children.  Please refer to the following in case of an emergency: 

Incident/Accident 
 Staff are trained in First Aid and CPR 
 Staff will provide necessary treatment to minor accidents such as; bumps, small scratches 

etc. 
 Staff will notify parents immediately by phone 
 Staff will write up an incident report and parents/guardian will review the incident 

report, sign, and date the form. 
 
Medical Emergency 

 Staff will call an ambulance and begin providing emergency care 
 Staff will contact the parent/guardian by phone 
 If the parent/guardian cannot be contacted, staff will contact the next available 

emergency contact 
 If necessary, staff will ride in the ambulance with the child, to provide comfort and 

security 
 
Fire 

 Staff will evacuate the children to a designated location 
 Parents/guardian will be notified 

 
Severe Storms 

 Staff will escort children to the tornado shelter or designated safe place 
 Staff will contact parent/guardian when the “all clear” is provided by local weather 

authorities 
 Staff encourage parents/guardians to all children to stay where it is safe until the “all 

clear” is given 
 Staff will contact parents/guardians if necessary, such as severe building damage, 

electrical outages, etc. 

 

Bad Weather 
Early Childhood programs are cancelled when bad weather conditions close your local 
school districts.  School closings are announced on the radio or on your television.  Please 
look for the name of your center to be announced. If your child’s center closes for reasons 
other than weather, we will make every effort to contact you before school begins. 
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Policies and Procedures 

Threat to Safety 
A Threat to Safety could include national or natural disasters, bomb threat or an identified 
community threat.  Safety of all children and adults is the prime concern of the Starfish Family 
Services’ staff.  Therefore, the following procedures will be followed when there is a community 
or national threat.   

At the time of the threat the Early Childhood program center will inform the program 
Director/Program Manager and SFS administrative staff of the threat and may contact their local 
school district (if in session) inquiring as to what procedures the district is following. 
 
The Early Childhood Program Director/Program Manager and SFS administrative staff will 
decide as to what procedures that site will follow. If it is determined that it would be safest to 
remain in the building, the following procedures will be initiated. 

 All outside building doors will be locked, and no one will be allowed in or out without 
authorization from the agency staff. 

 Parents will be contacted, depending on the situation.  
 If the threat occurs during the time children are leaving school, it will be determined for 

the safety of the children if parents will be allowed in the building to pick up their 
children.   

The Director and the SFS administrative staff will determine when, and if an evacuation is 
determined, children and adults will be safely escorted out of the building according to that Early 
Childhood center’s identified evacuation and procedures for threat of fire or boom will be 
followed.  Parents/guardians will be informed of the name of their Early Childhood identified 
evacuation center at Parent Orientation or by contacting the center. The emergency contact 
number is 734-728-3400. 

 

 

 
 

Video Cameras  
Starfish Family Services may utilize the use of video cameras to ensure the safety and 
security of our children, families, staff, and volunteers.  Video cameras are not located in areas 
where there is an expectation of privacy, including but not limited to restrooms or diapering 
stations. 
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Policies and Procedures   

 

Grievance Procedures 
 

Step 1 Informal Resolution 
 Make personal contact with the person to whom you have a grievance. 
 It may be best to schedule a time with that individual to discuss the concerns or grievance.  

As time and convenience may be a factor, try to resolve the problem on an informal basis.  
 Bring as much information as possible to the meeting. 
 Include specifics related to the problem including times and dates. 
 If the matter has not been resolved in 10 business days, then follow step 2. 

Step 2  
 Obtain the Starfish Family Services Early Childhood Program Grievance Form from your 

local program office. 
 Follow the instructions on the Grievance form.  Give as much detail as possible of your 

recollection and knowledge pertaining to this grievance.  
 Submit your Grievance form to the Center Leader and/or immediate supervisor of the person 

to whom you have the grievance against. 
 You will receive a copy of your grievance to keep for your records. 
 A joint meeting will be held within 10 business days after receipt of the Grievance form.   

The Center Leader and/or immediate supervisor will coordinate this meeting to include the 
complainant (person with the complaint) and the person to whom the grievance is against. 
A. The Center Leader and/or immediate supervisor will be responsible for scheduling this 

meeting. The purpose of this meeting is to review the information on the Grievance Form 
and attempt to resolve the problem.  The outcome of this meeting must be recorded on a 
Starfish Family Services – Early Childhood Program Grievance Committee report form. 

   Step 3  
 If the problem is not resolved, or you are not satisfied with the action taken by the Center 

Leader and/or immediate supervisor you may then contact the Starfish Family Services – 
Early Childhood Program office.  You can request an additional meeting to discuss your 
grievances.   A detail account and clear documentation of all meetings  
held prior regarding this grievance will need to be reviewed.  Within 10 business days after 
receipt of the Grievance forms the appropriate delegate staff and/or Project Director/ Program 
Manager will then coordinate a scheduled meeting of those involved in this grievance.   

Fair and Objective Mediation Rules: 

 If and when it reaches this level, the appropriate staff and/or Project Director/ Project 
Manager will bring all documentation of the submitted grievances to this meeting for all to 
review.  

 In order to keep objectivity, facts, dates, times and the specific grievance fair to all, separate 
one-on-one meetings will not be called prior to this group meeting.  

 Open dialogue with all involved is best practices and fair practices to keep the facts from 
being misconstrued. 

 Per SFS Policy 18 Service Delivery Environment-Everyone in the meeting will be treated 
with dignity and respect, we reserve the right to end the meeting if this is not followed.  

 It is important to note that the goal of these meetings is to come to some amicable resolution. 
Further action may need to be taken.  Please see the additional Grievance Procedures in your child’s 
center office. 
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Policies and Procedures 
Child Guidance and Support 

The primary responsibility of the Early Childhood Program is to provide a safe, secure, and 
healthy environment in which children can learn, play, and grow. Attention to healthy social-
emotional development is an integral part of the Early Childhood Program. Positive guidance in 
response to children’s behavior is designed to support children in fostering strong positive 
relationships with peers as well as adults; learning to recognize, understand and express feelings; 
develop self-control; and build resiliency.  
 
Behavioral concerns are handled by staff in ways that encourage children to solve problems and 
develop a sense of inner self‐control. Children are given choices and opportunities to be an active 
part of decision‐making in their environment. This helps to foster a sense of personal 
responsibility. Staff help children to both understand the reasons for rules and limits and feel 
good about the choices they make. Staff will use a variety of strategies for positive discipline and 
guidance in the classroom, including: 
 

 Interacting with the children in a positive, friendly, and socially supportive way, 
modeling prosocial behaviors with each other and the children.  

 Establishing, following, and referring to a consistent routine throughout the day to 
promote predictability and safety for children. 

 Establishing a few simple, clear, reasonable, and developmentally appropriate rules, 
focused on health and wellbeing, safety, respect for property and respect for others.  

 Stating rules positively rather than negatively: “Please walk” instead of “Don’t run.” 
 Clearly stating expectations for appropriate behavior based on what is realistic for the 

developmental level of each child. 
 Using descriptive encouragement and other positive means of recognizing appropriate 

behavior: “Thank you for giving the truck to Daniel when you were finished with it.”  
 Planning ahead to prevent problems when possible and utilizing redirection or distraction. 
 Giving children clear, simple directions and positive reminders based on what is realistic 

for the developmental level of each child.   
 Providing children with positive choices. When limits are necessary, they should be 

clearly defined and consistently maintained. 
 Providing guidance and encouragement for problem solving and exploration. 
 Encouraging safe expression of feelings and effective ways to manage feelings. 

 
Staff will support children in learning skills to identify and express their feelings in safe ways.  
Each classroom will have age appropriate social emotional materials for children to explore, as 
well as materials to support children in learning to calm down. Children can use the calm down 
area when they have big feelings and want some space from other children while calming down.  
Sensory tools such as glitter wands, squish balls, thinking putty, and breathing balls are available 
classroom to support regulation and increased attention/focus.  Adults may also use sensory 
items to help children to feel calm and ready to learn. Classrooms will have a designated safe 
place within the classroom where any child can go to get away from the activity in the  
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Policies and Procedures 

 

Child Guidance and Support (cont.) 

classroom, when feeling overwhelmed or just needing some alone time. The safe place will never 
be used as punishment.  This space will always be supervised for the safety and protection of the 
children. 
  
Sometimes challenging behaviors can get in the way of a child’s learning and be difficult for 
adults because we are not sure how to handle them. Early Childhood Education Program staff 
members and families will identify and discuss appropriate responses to their child's behavior. 
The sooner we find out the cause, the easier it is to help the child. All responses to unsafe or 
inappropriate behaviors will be grounded in the understanding that children's behavior conveys a 
message; unsafe or inappropriate behaviors are almost always signaling distress or unmet needs. 
Staff will partner with families to make every effort to understand the causes of such behavior 
and find solutions that support the healthy social-emotional development of each child. 
Responses to behavior will be individualized based on the needs, situation, and characteristics of 
each child.  
 
Children will be guided or redirected away from situations in which they might hurt themselves, 
other people, or property.  Children are never left alone during these situations. For the safety of 
the child and staff, intervention for the child displaying dangerous behavior will not exceed 
gentle but firm physical guidance and direction, holding the child only long enough to get 
him/her to a safe place to calm down. Staff will provide ongoing communication with the family 
if a child is demonstrating challenging or unsafe behaviors in the classroom. 
 
Staff or families may request an individual observation to help identify supportive strategies for 
the challenging or unsafe behavior.  Program staff and the Preschool Behavioral Health 
Therapists are available to meet with the family to discuss any concerns, review the individual 
observation, formulate an individual plan for the child and assist with making referrals to support 
services, including mental health services.  It is important for staff and families to use a 
consistent approach to support the child at school and at home.  If behaviors continue to escalate 
and cause danger to the child or others, a plan to modify the child’s day or program may become 
necessary. 
 

Unacceptable Discipline Methods  
Children are never left alone.  Staff and families are prohibited from using verbal, physical or 
emotional punishment including: spanking, slapping, bribery, shaming, shaking, name calling, 
threats or deprivation of meals or bathroom privileges, while on the premises of any Starfish 
Family Services’ building, field trips or any other program function. 
 
Any adult seen using physical punishment or heard using physical threats will be reminded of the 
agency’s discipline policy and will be asked to stop.  If the adult continues with the behavior or 
is again seen and or heard using this behavior, the staff person will be mandated by law to report 
this incident to Child Protective Services. 
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Policies and Procedures 

Celebrating Holidays 
Each family celebrates holidays differently depending on religion, culture, ethnicity, etc. Some 
families do not observe holidays at all.  Therefore, the staff of Starfish Family Services believes 
that the best way we can serve our families with respect, is to remove holiday celebrations in our 
Early Childhood program centers.   

We will not be celebrating any holidays or birthdays in our Starfish Family Services Early 
Childhood program classrooms.  We support the parents as the primary educators to teach 
their children the traditions that reflect their family’s personal beliefs. 

Picture-Taking Policy 
All parents will be asked to sign a Photo Release on the Parent Permissions and Understanding 
form.  If parents choose not to allow either their or their child’s photo to be taken, the program 
will be sure to honor that.  In order to protect your privacy, parents must refrain from taking 
pictures of other children. 
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Family Engagement 

Family Service Guides 

Each family will have a Starfish guide to steer family members toward services and address 
barriers that may arise.  Guides build trusting relationships with families and work toward each 
family’s unique goals.  Family Service Guides will partner with your family to ensure that this 
program year is a success. 

Families as Advocates and Leaders 

Parent Committee 
 

The Parent Committee is a monthly center-level meeting that all parents/guardians are invited to 
be a part of.  The Parent Committee is organized and run by parents. Parents will receive updated 
information about the program and have an opportunity to voice their input.  It is also a chance 
for parents to meet and network with other parents.  This year, due to the pandemic, meetings 
will be held virtually through video conferencing.  

Policy Committee 
 

The focus of Policy Committee is program level information.  Parents from each center will be 
elected to serve on Policy Committee.  This committee acts as a supporting body and vote on 
policies, hires and separation of staff, attending conferences, workshops and trainings, assisting 
with interviews and any other items needing approval at this level. (Note: Western Wayne 
Centers do not have a Policy Committee but instead go straight to the Policy Council).  

Policy Council 
 

The focus of Policy Council is Grantee level information.  In programs that have Delegates, 
Policy Council allows elected officers and representatives from each agency come together to  
vote on proposals, policies, and hires and separation of staff at the Grantee level.  Policy Council 
members also have the opportunity to attend conferences, workshops and trainings, assisting 
with interviews and the annual Self-Assessment, approve By-Laws, personnel policies, program 
budgets, and any other items needing approval. Consider this experience as a leadership 
opportunity for our Early Childhood Education programs. 

Note: Parents are reimbursed for travel and childcare for their attendance to the Policy 
Council meetings.  
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Family Engagement 

Family Volunteer Opportunities 
As an Early Childhood parent there are many ways you can be involved in the program. This 
portion of the handbook will explain the different volunteer opportunities available, as well as 
services that our Early Childhood programs provides for families. Working together we can give 
your children a terrific year. Volunteering is one of the most important ways in which parents 
can help the program. There are many ways in which you can volunteer. Remember that we need 

YOU to make our program and your child’s school experience successful.  
 
The Federal Government, who funds our program, allows us a certain dollar amount for each 
hour documented and recorded by our program. These dollars are called In-Kind dollars. In-Kind 
is a method of recording the value of donated services, labor and supplies provided to Starfish 
Family Services Early Head Start/Head Start program. In-Kind dollars must match 25% of the 
grant. For example: For every $1.00 provided to Head Start, we must provide .25 cents. By 
volunteering and writing down hours on the volunteer time sheet, you are supporting our Early 
Childhood program in your community. Volunteer time sheets can be found in your child’s 
classroom or the office. If you have any questions about how to fill out a time sheet, please feel 
free to ask your child’s teacher or Family Service Guide. There are many ways in which you can 
volunteer. 
 

Classroom Support 
 

 Help the teacher 
 Support the children 
 Help clean up 
 Help with paperwork 
 Help with brushing teeth 
 Read a book or tell a story 

 Help with meals and snacks 
 Share a talent or teach a skill (talk 

about your job, ethnic background, 
play an instrument etc.) 

 
 

Center Support 
 

 Attend Parent Committee meetings 
at the center  

 Attend Policy Committee meetings 
(At the delegate and vendor level 
Attend Policy Council meetings (at 
the Grantee Level- 

  Work on Family Newsletters 
 Office Work 
 Assist with Interviewing Staff 

 Attend subcommittee meetings 
(menu planning, activities planning, 
etc.) 

 Serve as an officer on the Parent 
Committee, Policy Committee or 
Policy Council 

 Attend conferences, workshops and 
seminars where you represent 
Starfish Early Childhood programs 
and report back to the group

 

Included in this handbook is a sample of a volunteer time sheet on page 46.  
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Family Engagement 

Volunteer Guidelines 
 
It is the policy of Starfish Family Services Early Childhood programs to encourage parents to 
volunteer at least two times per month in the classrooms. It can be your child’s room or an 
alternate. Note: In accordance with Day Care Licensing, parents who volunteer 20 hours or 
more per week must follow the Human Resource policy on providing TB test results and 
drug test results. As a role model it is your job to assist your child in establishing good 
behaviors by making sure he/she arrives to school on time and by following school rules. The 
following inappropriate behaviors are not acceptable by parents or any adults while at the center 
or during any program activities. If a parent or adult engages in such behavior, the on-site 
administrator, along with, the project director reserve the right to prohibit that individual from 
future program activities and/or from access to the school.  
 

 Offensive language, sexual, racial or 
ethnic slurs, cursing/name calling 

 Violating confidentiality 
 Smoking 
 Sexual harassment 
 Neglecting, endangering or abusing 

children 
 Being under the influence of drugs or 

alcohol 

 Possession of drugs or alcohol 
 Verbal or physical threats, or 

intimidations 
 Any act of violence 
 Damaging or stealing property 
 Possession of a weapon/s 

 

Benefits of Volunteering 
 

 Leadership Development 
 Work Experience 
 Learning new skills 
 Greater understanding of how the program works 
 Volunteer Recognition  
 Training opportunities 
 Becoming aware of community services 
 Influencing your child’s education 

 
The Guide for Classroom Volunteers is available at your child’s center. 

 
*Please note that during the pandemic, volunteer opportunities will be severely limited.  
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Fatherhood 
 
Starfish Early Childhood programs, acknowledging that male family members and father figures 
are important contributors to the school readiness of children and to the well-being of families. 
Our Early Childhood programs consistently engage fathers as advocates, lifelong educators, and 
first teachers of their children. Our programs also engage fathers in developing their own skills 
and interests and in achieving their personal goals. Male family members and father figures have 
important and unique contributions to make to their child/children futures.  
 
Research on fathers from different socioeconomic, cultural and ethnic groups reports that 
children whose fathers were highly involved in their school experiences were more likely to do 
well academically, participate in extracurricular activities, and enjoy school; they were less likely 
to have repeated a grade or been expelled compared to children whose fathers were less involved 
in their lives. 
All Starfish staff will strive to respect father’s by promoting Father-Friendly environment and an 
in-depth understanding to how vital male interaction is to each child’s development.  It is the 
promise of all staff to: 
 
 Support and implement child/father 

activities  
 Encourage fathers to be active role 

models  
 Provide volunteer opportunities for 

fathers  
 Encourage leadership roles and 

responsibilities 
 Set goals with fathers and celebrate 

successes  

 Inform fathers/males about Fraternity of 
Fathers (group for males) 

 Trainings which include Starfish 
University 

 Encourage fathers to join the Parent 
Leadership Team.  

 
 
 

 
Starfish believes that engaged fathers 
contribute to the well-being of their 
children, their families and their 
communities. Please contact the Family 
Service Guide at your center, to get more 
information about opportunities at Starfish. 
 

 

 

 

 

Early Childhood 
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Early Childhood Health and Nutrition 

Immunizations 
 
Michigan childcare licensing requires an immunization record on file for each child on or 
before the first day of attendance or home visit. Immunization records must be on file and 
must be kept up to date.  Children cannot attend class until proof of immunizations can be 
provided.  Parents will be notified when their child’s immunizations (shots) need to be 
updated during the school year.  If the immunizations are not administered the child will 
be excluded from the program until the appropriate shots have been received.  This is a 
state law that Starfish Family Services must follow. 
Tips: 

 Keep your child’s immunization record in a safe place.  It will be needed many times 
throughout life. 

 Always bring your child’s immunization record to the physician or health care provider 
to update whenever a shot is given. 

 Never give your child’s immunization record to anyone without making sure it is 
returned to you. 

Remember… Immunization is not a one-shot deal.  If immunizations are needed, avoid long 
lines and the last-minute rush by making an appointment with your child’s physician or going to 
the local health department. 
 

New Rules for Claiming a Non-Medical Waiver for Immunizations: 

 As of January 1, 2015, the State of Michigan has changed the rules that allow for non-

medical waivers for immunizations.   Non-medical immunization waivers are waivers for 

religious or philosophical reasons. 

 Parents/guardians requesting a non-medical waiver for immunizations must attend an 

education program provided by the county health department.   The education program 

will give you information about the benefits of vaccination and the risks of disease as 

well as the chance to ask questions that you may have about vaccinations.  

 Once you have attended the education session you will receive an immunization waiver 

certificate. You will need to return this certificate to your child’s school.  

  Schools will only be able to accept a certified State of Michigan Immunization Waiver 

form in order to enroll your child. For more information, visit:  http://www.michigan.gov/  

 



 

26 
 

Early Childhood Health and Nutrition 

Physical Exams (Well-Child Visit)  
Your child must have a current complete physical exam (“well-child visit”) Children who do 
not have a completed physical examination form submitted to their child’s Early 
Childhood program office by the 30th calendar day after their first day of school will be 
excluded. 
 
*Children will be required to have a health care plan completed by the child’s Health Care 
Provider (HCP) before the child’s first day of attendance, i.e. asthma care plan, seizure care 
plan* 
 

 Head Start/GSRP: Physical exams include blood test results for iron level, lead level, 
vision, hearing and blood pressure screenings and must be updated yearly. For example, a 
physical that was done on July 5, 2019 will only be good until July 5, 2020. 

 Early Head Start: The screening for “well-child visits” include blood test results for 
iron level, lead level, vision, and hearing.  

 Early Head Start: Well-Child Schedule: 1 month, 2 months, 4 months, 6 months, 9 
months, 1 year, 15 months, 18 months, 24 months, 30 months, and 36years. 

  

Screenings and Follow Up 
Each child is screened for vision, hearing, blood pressure (HS children only), hemoglobin (blood 
iron), lead, heights and weights, developmental and social emotional. Parents are notified of 
screening results and areas of concern. Parents are required to follow up with the appropriate 
provider and submit documentation to the center office. 

Dental Care  
Starfish Early Childhood programs requires that each child receive a dental /oral exam, and all 
follow up dental treatment that the dentist indicates your child needs. It is recommended that a 
child be seen by a dentist every six months to prevent and identify dental concerns. The staff at 
SFS can assist you in locating a dentist if you do not have a dentist for your child.  Call your 
center office for more information. 
 

Help prepare your child for this dental visit by teaching your child that the dentist and other 
members of the dental team are friendly people who take care of our teeth and keep them 
healthy.  During your child’s first dental visit, the dentist will examine your child’s teeth for 
tooth decay or other problems.  The dentist may also show you how to care for your child’s teeth.  
A trip to the dentist can be a pleasant adventure, and you can help make it so with a positive 
attitude. Our Early Childhood programs will provide each child with their own toothbrush and 
toothpaste.  The children are encouraged to brush their teeth once a day at school. 

Early Childhood  
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Early Childhood Health and Nutrition 
 

Administration of Medication 
 
Staff will not give any medication to a child unless it is absolutely necessary and only trained 
staff will administer medication.  Specific arrangements are made between parent, HCP, Center 
Leader, and teacher with written parent permission.  If medicine is necessary, it will only be 
given if the parent has submitted a medication authorization form completed by the HCP along 
with directions for its use.  SFS programs reserves the right to contact the HCP to ensure that it is 
permissible that the child be given the medicine.  It will be given under supervision of two 
adults.  Medication must be brought by a parent/guardian to the Early Childhood program office 
in the original labeled container.  All medications will be stored in locked cabinets.  If possible, 
it is preferred that all medicines are given at home. The first dose of new medication should 
be administered by the parent and monitored for adverse reactions. 

 
 

 
 
 

Special Medical Information 
 

The parent is responsible for informing the program of any special medical information 
pertaining to their child.  

* The parent must also complete the Medication Authorization Form. * 

This form includes the following: 

 Name, address, phone number and signature of the physician 
 Name of the medication and intended purpose 
 Dosage of the medication 
 Time of administration 
 If “as needed” or “PRN” list symptom/condition under which medication is to be given 
 Method (route) of administration with any qualifiers (i.e. after food, with food, etc.) 
 Storage of medication (i.e. refrigeration, out of sunlight, etc.) 
 Possible adverse reactions/side effects 
 The duration medication is to be administered 
 Medication Expiration Date 
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Early Childhood Health and Nutrition 

Childhood Illness 
Early Childhood Education Staff will lower the risk of spreading illness or communicable 
diseases in our centers through preventative health practices and appropriate reporting 
procedures.  Parents must notify the center office or their Home Visitor when their child is sick 
and will not be attending class/visit.  Please, check your child daily before they go to school and 
do not send your child to school if they have any of the following signs or symptoms:  
 

1. Severely ill- a child that is lethargic or less responsive, has difficulty breathing, or has a 
rapidly spreading rash.    

2. Child with a temperature of 100.4°F or greater AND behavior changes or other signs or 
symptoms (e. g., sore throat, rash, vomiting, or diarrhea).     

3. Diarrhea   
a.  A child has two loose or watery stools.     
b. The diarrhea cannot be contained in a diapered child.   
c.  Diarrhea is causing accidents in a toilet trained child.   

4. Vomiting-two or more times    
5.  Abdominal Pain that continues for more than two hours or intermittent pain associated 

with fever or other symptoms.   
6.  Rash and fever or a change in behavior. 
7.  Rapidly spreading bruising or small blood spots under the skin requires immediate 

medical attention.   
8. Skin Sores- A child with weeping sores on an exposed area that cannot be covered with 

waterproof dressing.   

If a child becomes ill during the school day with any of the above signs/symptoms, that 
child’s parent will be contacted to pick up their child.  Please remember your child will be 
released only to those persons 18 years and older and who are listed on the Child Information 
Record (Emergency Sheet).  If staff is unable to contact the parent or another person on the 
Child Information Record, the child will be kept isolated and as comfortable as possible until 
his or her parent arrives.  According to our policy child must be picked up within one hour of 
phone call.   

Children should be free of fever, vomiting and diarrhea for at least one full school day before 
returning to school and medication free.  In some cases of contagious disease, extended 
illness or injury, a HCP’s statement may be needed before the child can be re-admitted to the 
classroom.  Please contact your local Early Childhood center office as to whether a HCP’s 
statement is needed for your child to return to school.   

Parents, please notify the teacher and Family Service Guide, if your child has had any new 
health condition, such as coming to class with a new cut, bump, bruise, or health diagnosis.   

Weather permitting, all children well enough to attend class are expected to play outdoors 
with their class.  Please dress your child for outdoor play. 
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Early Childhood Health and Nutrition  

Communicable Illness 
School and health department regulations require children with certain communicable diseases to 
be excluded from school.  These diseases include, but are not limited to, measles, influenza, 
chicken pox, strep throat and hand, foot and mouth disease.  Most infectious or communicable 
diseases need to be checked by a doctor.  Parents of children with suspected communicable 
conditions will be requested to pick their child up from school within 1 hour of the phone call. 
Please remember, it may be required that a note from an HCP be presented to your child’s 
teacher or the center office before your child can return to the classroom.    

COVID 19 

The Early Childhood Education program will be following federal, state and local guidelines regarding 
Covid-19.  For any suspected and positive cases of Covid-19: 

 Persons exhibiting signs and symptoms of COVID-19 a temperature of 100.4°F, and/or a dry 
cough, and shortness of breath, will be excluded.   

 Child will be placed in a safe supervised isolated area until parent arrives. 

 The health department and Child Care Licensing will be notified of suspected and confirmed cases of 
COVID-19.  

• The ECE program will work with the local health department to determine whether a specific classroom 
of the facility should be closed. The local health department will also give guidance on quarantining 
individuals and families.  

• The ECE program will notify parents if a positive case of COVID-19 was present in the center. 
Remember we will respect the privacy of the individuals by not sharing health information on specific 
people.  

• Children and staff should stay home and self-isolate if they show symptoms of COVID-19.  

• Children and staff who exhibit multiple symptoms of COVID-19, have possible exposure, or test 
positive for COVID-19 must stay home until:  

 The individual is fever free for 72 hours without the use of medication that reduces fevers 
AND  

 Other symptoms have improved AND 

 At least 10 days have passed since the symptoms first appeared 

  



 

30 
 

Early Childhood Health and Nutrition 
 

Health Services Advisory Committee 
 

The Health Services Advisory Committee (HSAC) is a committee comprised of parents, 
professionals and volunteers from the community.  HSAC addresses issues and concerns related 
to health, nutrition, mental health and safety for our Early Childhood programs.  Representatives 
from the Starfish Family Services Grantee will meet three times a year. Parents are encouraged 
to participate on the committee and represent Starfish Early Childhood programs.  Please contact 
your Center Leader, Family Service Guide, Health or Nutrition Specialist for more information 
about becoming involved with HSAC. 
 
 
 
 

Nutrition Services 
*During the pandemic, family style meals will look different.  See Safe Start Plan for updated info.  

 Children enrolled in SFS Early Childhood programs are automatically eligible for free 
meals.  

 A nutritious breakfast, lunch and afternoon snack are served in a family style setting 
in our center.  Children will be offered 1/2 to 2/3 of their daily nutritional requirements.  
Ethnic foods will be introduced to children on a routine basis.   

 If your child has a food allergy or a special diet for religious or medical reasons, a 
CACFP Request for Special Dietary Needs & Accommodations form MUST be 
completed and returned to staff before child can attend so their dietary needs can be met.  
A Food Restriction Explanation Form must also be completed for further clarification of 
allergies and medical or religious diets. 

 Menus will be dated, posted in classrooms and sent home periodically to all parents. 
Foods served are low in sugar, salt and fat. Substitutions will be noted on classroom 
menus. 

 Parent volunteers are encouraged to participate in the nutrition program.  Parent input in 
meal planning is obtained at parent meetings and on SFS - Early Childhood program 
Parent and Staff Food/Menu Suggestion & Feedback form. 

 Children will be encouraged but not forced to eat. 
 Nutrition education and experience will be a part of the curriculum for children. Children 

will also participate in tasting activities in the classroom. 
 Nutrition Education materials will be provided to parents in family packs by the Nutrition 

Specialist.  
 Parent education classes on nutrition will be offered throughout the school year based on 

the interest of the parents. 
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Early Childhood Health and Nutrition 

Child and Adult Care Food Program 

Starfish Early Childhood programs is a participant in the Child and Adult Care Food Program 
(CACFP), a United States Department of Agriculture (USDA) program.  The CACFP provides 
cash reimbursement to childcare centers for nutritious meals and helps children develop healthy 
eating habits.   
Through the Child and Adult Care Food Program you can be assured that your child is getting 
balanced, nutritious meals and developing healthy lifelong eating habits.  Proper nutrition during 
the early years ensures fewer physical and educational problems later in life. 

As a participant in the CACFP, your childcare center receives reimbursement for serving 
nutritious meals and snacks.  Meals and snacks must meet the USDA meal pattern requirements 
listed below. 

 

Children less than one year old: Foods in the infant meal pattern vary according to the infant’s 
age.  If your child is less than one year old, please request the infant meal pattern requirements 
from our center. 

MDE is required to verify the enrollment, attendance and meals/snacks typically consumed by 
children while they are in care.  MDE staff may contact you regarding your child’s participation 
in our Early Childhood program. 

If you have any questions about the Child and Adult Care Food Program, please contact:  
Starfish Family Services Food Program, 30000 Hiveley, Inkster, 48141 – 734.728.3400 or  
Child and Adult Care Food Program, Michigan Department of Education, P.O. Box 3008, 
Lansing – 517.373.7391 

Breakfast Lunch and Supper 

 

Snack (serve 2 from the 5 
food groups below) 

 

Milk 

 

Milk 

 

Milk 
 

Fruit or Vegetable 

 
Fruit and Vegetable 

 

Fruit, Vegetable, or Juice 
 

Grain/Bread 

 
Grain/Bread 

 

Grain/Bread 

 

 
Meat or Meat Alternate 

 

Meat or Meat Alternate 
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Early Childhood Health and Nutrition
 

 

In accordance with Federal civil rights law and U.S. 

Department of Agriculture (USDA) civil rights 

regulations and policies, the USDA, its Agencies, 

offices, and employees, and institutions participating 

in or administering USDA programs are prohibited 

from discriminating based on race, color, national 

origin, religion, sex, gender identity (including gender 

expression), sexual orientation, disability, age, marital 

status, family/parental status, income derived from a 

public assistance program, political beliefs, or reprisal 

or retaliation for prior civil rights activity, in any 

program or activity conducted or funded by USDA 

(not all bases apply to all programs). Remedies and 

complaint filing deadlines vary by program or 

incident. 

Persons with disabilities who require alternative 

means of communication for program information 

(e.g., Braille, large print, audiotape, American Sign 

Language, etc.) should contact the responsible  

 

 

 

Agency or USDA's TARGET Center at (202) 720-2600 

(voice and TTY) or contact USDA through the Federal 

Relay Service at (800) 877-8339. Additionally, program 

information may be made available in languages 

other than English. 

To file a program discrimination complaint, complete 

the USDA Program Discrimination Complaint Form, 

AD-3027, found online at How to File a Program 

Discrimination Complaint and at any USDA office or 

write a letter addressed to USDA and provide in the 

letter all of the information requested in the form. To 

request a copy of the complaint form, call (866) 632-

9992. Submit your completed form or letter to USDA 

by: (1) mail: U.S. Department of Agriculture, Office of 

the Assistant Secretary for Civil Rights, 1400 

Independence Avenue, SW, Washington, D.C. 20250-

9410; (2) fax: (202) 690-7442; or (3) 

email: program.intake@usda.gov. 

USDA is an equal opportunity provider, employer, and 

lender.

Early Childhood Health and Nutrition 

Mothers Breast Feeding 
Information regarding feeding infants: 

 Mothers are welcome to visit the classroom at any time to nurse their babies. 
 Babies will be fed when hungry and held during all feedings except when infants resist 

being held and are able to hold their bottle. Babies will be encouraged to eat but not 
forced 

 We are able to provide a limited selection of infant formula at the center for infants up to 
12 months of age. 

 A parent may choose to bring in their own formula, if so, it must be in bottles ready to 
serve. Bottles should be clearly labeled with the child’s name and the date. 

 For safety reasons, formula left over at the end of a feeding will not be re-heated or kept 
for over one hour. We will dispose of any excess formula after each feeding. 

 Weekly menus will be posted on the parent information board. Any substitutions will be 
marked on this menu as they are made. 

  

USDA Nondiscrimination Statement 
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Typical Daily Routine 
 

Below is a sample of a classroom routine your child might participate in.  Your child’s teacher 

will have a daily routine posted in the classroom that will be shared with you.  Having a 
consistent daily routine is important for young children for many reasons.   

 Gives children a sense of security because they know what will come next 
 Allows for them to make choices and ask questions 
 Encourages children to be independent 

 

Classroom daily routine examples below:    
 
Early Childhood Birth to 3 years 

Arrival Choice 
Time 

Breakfast Brush 
Teeth, 

Diapers 

Music & 
Movement  

Clean 
Up 

Outside- 
Gross 

Motor 

Lunch Materia 
Group 

Time 

Nap 
Time 

Diapers Snack, 
Departure 

 

Early Childhood 3 to 5 years 
Greeting 
Time 

Hand 
washing 

Breakfast 
 

Tooth 
brushing 

Large 
Group 
Time 

Small 
Group 
Time 

Planning 
Time 

Work 
Time 

Recall 
Time 

Clean 
Up 
Time 

Outside 
Time 

Hand 
washing 

 

 
 
 
 

 
Children’s Rest Time 

 
Infants will be allowed to sleep on their own schedule. It will be important for you to inform the 
staff of your child’s routine. For toddlers and preschoolers, we have time in the afternoon 
scheduled for naps and quiet time. Cribs or cots will be used for naps (depending on the child’s 
age). Sheets and blankets are used by one child only and are washed weekly. If your child has a 
special routine for napping, please let us know so that we can help your child ease to sleep.  
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HighScope Curriculum 
 

What is the HighScope Curriculum?                                                                                            
 
HighScope is the curriculum Starfish Family 
Services Early Childhood programs utilize to meet 
the needs, interests, strengths, and development of 
all children.  Children in HighScope settings are 
encouraged to make choices about materials and 
activities throughout the day.  As they pursue their 
choices and plans, children explore, ask and answer 
questions, solve problems and interact with 
classmates and adults.  
The space and materials in a HighScope setting are 
carefully selected and arranged to promote active 
learning.  Separate areas include block play, art 
activities, house play, large and small toys to 
manipulate and handle, computers, books, writing 
materials and sand and water play. Teachers give 
children a sense of control over the events of the day 
by planning a consistent routine that enables 
children to anticipate what happens next.  
 

How does a HighScope preschool program 
teach math, language, and literacy skills?   

Teachers thoughtfully design activities and 
strategies for children each day which include 
math, language, literacy, and other academic 
skills.  Teachers provide experiences and 
materials that help children develop the broad 
language and logical abilities that are the 
foundation for later academic learning.   
Teachers encourage children's beginning 
reading and writing skills by creating a print-
rich environment and providing opportunities 
throughout the day for children to listen to 
stories, explore books and other print materials, 
while also working with writing tools and 
materials. Teachers promote math abilities by 
providing materials that enable children to use 
beginning skills in counting, comparing 
numbers and one-to-one correspondence.   

 
What about children with disabilities or special 
needs?  

Teachers approach children with special needs by 
emphasizing the wide cognitive, social and physical 
abilities that are important for all children rather 
than focusing on the child's weaknesses.  Teachers 
identify where the child with special needs is 
developmentally and then provides a rich range of 
experiences that would be appropriate for a typical 
developing child at that level. 

 

Supporting children who are dual language 
learners?  

Every child and his/her family bring a special 
uniqueness to the early childhood center and 
classroom.  One of the ways Starfish takes pride 
in making everyone comfortable is to learn 
some familiar words and phrases families use as 
well as stock the learning environment with 
representation of the child’s home.  This could 
be adding cookbooks to the house area native to 
the child’s language or culture, or adding words 
written in the child’s home language for all to see.             

 

 

Early Childhood Education 
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Active Learning 
 

While playing with blocks children learn how to: 

 Work together 
 Eye-hand coordination 
 Plan 
 Imagine 
 Balance, weigh 
 Express textures (smooth, rough) 
 Sequence 
 Count, sort, classify 

When children paint and create artwork they learn how to: 

 Express creativity 
 Identify colors, shapes, and lines 
 Express moods, experiences, feelings 
 Be an individual 
 Develop small motor skills 
 Develop eye-hand coordination 
 Separate cause and effect 
 Plan, organize and carry out tasks 

When children pretend play, they learn how to: 

 Communicate 
 Work with another person on a common idea 
 Develop language and imagination 
 Increase social skills 
 Develop self-understanding 
 Problem solve 

While children play with sand and water they learn: 

 Ways to relax 
 A sense of comfort 
 Eye-hand coordination 
 Absorption, spilling over 
 Volume, conservation, measuring 
 Skills of scientific inquiry and observation 
 Cause and effect 
 Teamwork  

When children play with table toys, they learn: 

 Creativity 
 Colors, shapes, sizes 
 Matching and pairing 
 Working cooperatively 
 Self-discipline 
 To stay on task 
 Strengthen fine motor skills 
 Early reading skills 

When children look at books and hear stories, they: 

 Develop a love for reading 
 Use creativity and imagination 
 Learn about cause and effect 
 Understand sequencing 
 Enhance communication skills 
 Build their vocabulary 
 Develop friendships 
 Become familiar with written words and letters 
 Increase their attention span 

When children play with play dough they learn: 

 How to work together 
 Eye-hand coordination 
 Imagination 
 Texture/vocabulary (soft, smooth, warm) 
 Colors/shapes 
 Ways to relax 
 An easy and fun way to enter a group 
 Feelings of accomplishment 
 Ways to exchange ideas 
 Value (every child’s work is different) 

When parent volunteers are actively participating with children, 
they: 

 Feel valued and important 
 Their individual needs are being met 
 Learn new words and ways to express themselves 
 Recognize differences and similarities in others 
 Develop friendships 
 Are motivated to show their strengths and talents   

Early Learning Outcomes 
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Early Learning Outcomes 
 
 

Below, you will see the Early Learning Outcomes Framework for children birth to age five. This 
framework outlines what young children should know and be able to do during these formative 
years. In order for all children to be successful in accomplishing these goals, teachers will 
partner with you in creating an individualized leaning plan that is ideal for your child.  Early 
Head Start and Head Start/ GSRP is just the beginning in your child’s lifelong learning and 
development.  Our hope is that you get involved in this journey with your child and learn all you 
can about SCHOOL READINESS. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Approaches to Learning: Skills and behaviors that children use to engage in learning (how they 
learn. 

 
 Social and Emotional Development: Ability to relate to others, critical foundation for lifelong 

development and learning. 
 

 Language and Communication/Literacy:  Ability to communicate. 
 

 Cognition/Mathematics Development/Scientific Reasoning: Thinking skills to help understand 
and organize their world. 

 
 Perceptual, Motor and Physical Development: Senses and motor skills are foundational to 

children’s learning in all areas because it permits children to fully explore and function in their 
environment. 
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Early Childhood Education 
 

Diapering and Toilet Training 
Diapers, pull-ups and wipes are provided by the program for Early Head Start infants and 
toddlers.  Diapers will be regularly checked and changed throughout the day.  

Because consistency is so important in the toilet training process, please let center staff know 
when you are ready to begin toilet training with your child. We will work with you to develop a 
plan so, that we can support you and coordinate efforts leading to success for your child. 

Staying healthy and preventing the spread of germs is very important, we follow strict guidelines 
for cleaning up before and after diaper changes and toileting, including thorough handwashing 
by both staff and children. 

Clothing Guidelines 
We will be doing a variety of activities during the time your child is in the classroom, please 
dress your child in comfortable, washable clothes that he/she can get messy in. 

For your child’s safety in the classroom and especially outside in the playground area, please 
have your child wear shoes that have closed toe, flat soled, non-slippery soles such as tennis 
shoes and fit appropriately. Shoes such as flip flops, wedge soles or open toed shoes are not 
considered safe shoes for active play.  Jewelry can be easily broken or lost. 

Children may bring a favorite blanket from home. The blanket will be sent home every Friday to 
be washed.  Please be sure to label your child’s blanket, coat and other items with their name. 

Please send an extra change of clothes for your child to keep at school.  Sometimes children have 
bathroom accidents, but also juice and milk spills can occur as the children serve themselves at 
mealtime. Please bring a backpack for your child daily.  

Toys from home: It is important that children do not bring toys to school.  We would not want 
the toys to be misplaced or broken.    

School Closings 
Though we do not celebrate holidays, we do follow a schedule that is similar to that of the school 
districts.  We understand that many families do take family planned vacations during these times. 
All Early Childhood programs including Home Based options will follow the schedule below: 
         

 The Wednesday before Thanksgiving, 
Thanksgiving Day, and the Friday 
following  

 Winter Vacation  
 Martin Luther King, Jr. Birthday 

 Spring Vacation 
 Memorial Day 
 Week of Independence Day (4th of July) 
 Home Visit Days 
 Additional Staff Training Days 
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Early Childhood Education 
 

Home Visits and Parent/Teacher Conferences 
Center-based early childhood programs are required to have 2 home visits and 2 parent teacher 
conferences, during the program year, including one home visit before the school year begins. 
Home Visits and Parent/Teacher Conferences are valuable in building respectful relationships 
with parents and in developing a broad understanding of every child in the program. The visits 
and conferences enhance adults’ knowledge and understanding of the developmental progress of 
their child.  

 Benefits of Home Visits / Conferences 

 Get to know each other and share information  
 Build relationships 
 Children will meet their teachers in their own home 
 Discuss Starfish programs and leadership opportunities        
 Develop school readiness goals for their children 
 Solicit parent/guardian ideas for classroom curriculum related to their child’s interest and 

skills 
 Share child progress with parents/guardians 
 Access goals for child and family 
 Kindergarten transition 

Outdoor Play 

 
Children participate in outside play on a daily basis. Going outdoors is fun for children.  It gives 
them a chance to stretch large muscles, breathe fresh air, take in the sunshine and enjoy the 
freedom of open space.  Young children sleep better, eat better, are more physically fit and learn 
better because the outside soothes and stimulates the senses. 

Everyone is expected to go outside every day unless excused by a doctor’s note.  Please make 
sure you dress your children appropriately for the weather.  As suggested by the Michigan 
Childcare Licensing Division, avoid clothing that has drawstrings and tie cords.  Children will 
not go outside when thunder and lightning threaten; intense heat or cold; constant rain 
conditions; or icy conditions.  However, we will go out when it snows, so please dress your child 
appropriately. 

If any child is well enough to attend class, they are well enough to be allowed to play outdoors 
with their class.  We cannot honor requests to keep a child indoors; available staff for one-to-one 
supervision is limited. 
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Early Childhood Education 
 

Home-Based Option 
WE BRING SCHOOL TO YOU! 

The Home-Based program offers child development services through weekly home visits and 
monthly socialization for parent(s) and their children. The Home Visitor assists parents to plan 
developmentally appropriate activities for their child with an emphasis on strengthening the 
parent-child relationship using daily routines and materials readily available in the home 
environment. The primary role of the home visitor is to support and enhance parent child 
relationships. You and your family will partner with the Home Visitor to set up a date and time 
that will best meet your needs.  The home visit will take place in your home, except in 
extraordinary circumstances when a short-term alternative arrangement may be necessary; for 
example, if the safety of the child or parent is in jeopardy or the family is homeless. 

 

 

Growing Great Kids Curriculum 
Growing Great Kids (GGK) is a comprehensive and skills-focused home visiting curriculum that 
takes a strength-based approach to growing nurturing parent-child relationships and supporting 
healthy childhood development. GGK modules are specifically designed to build protective 
factors for children, strengthen family foundations, and cultivate parental resilience.  

Socializations 
Group Socializations are like “play dates” or “parent/child activities”. The purpose of a 
socialization is to support child development by strengthening the parent-child relationship. In 
addition, it provides parents an opportunity to interact with other parents/families and build a 
community of support. Some of the goals of socializations include: 

 helping parents better understand child development 
 encouraging parents to share their parenting challenges and joys with one another 
 providing activities for parents and children to enjoy together 
 offering structured and unstructured learning opportunities for both children and parents 

modeling successful strategies for engaging children and supporting their development. 
Home visitors will work with you to find out what type of activities you are interested in. 

IMPORTANT: Because we are a federally funded program, parents are required to participate in a 
minimum of two group socializations each month.  
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Home-Based Attendance 
Families with children in the Home-Based option are expected to participate weekly, 90-minute 
home visits with a minimum of 46 home visits completed per year. One, 60-minute home visit 
will be provided on a bi-weekly basis to pregnant women in the Home-Based option. Home 
Visitors will make every effort to support the families and address any barriers preventing 
completion of home visits.  Only through regular kept appointments can you and your child get 
the most out of Home-Based option.  Below is the Home-Based attendance policy: 

 The attendance expectations will be discussed with parents/caregivers during the initial 
visit and the families will sign a Home-Based Contract outlining the programs 
expectations regarding participation. 

 Schedule a consistent time each week for your home visit. This way visits can become a 
regular part of your weekly routine. 

 It is the responsibility of the family to contact their Home Visitor prior to the home visit 
scheduled date to cancel an appointment.  

Policy for Unexcused Home Visits 

 After each unexcused missed visit, the Home Visitor will contact the family to insure all 
is well and inquire about the missed home visit. 

 After a second unexcused missed visits, the Home Visitor will create a plan with the 
family to improve availability for home visits using the program’s “Attendance Action 
Plan”. 

 After 3 consecutive, unexcused missed visits, a meeting will be scheduled with the Home 
Visitor and the parent/guardian to discuss their child’s enrollment in the Home-Based 
option.   

 If the family fails to meet with the Home Visitor, the child will be removed from the 
Home-Base option and placed on the waiting list. 

 
How can you, as a parent/guardian be most helpful: 

 Let your home visitor know of any activity in your neighborhood that may be unsafe such 
as, gang activity, drug dealing, and family violence. 

 Keep all pets in an area away from where the visit is taking place. 
 Keep any weapons or potential weapons locked and safely away and out of sight. 
 Watch for your home visitor’s arrival and when possible meet them at the door. 
 After the visit watch as your home visitor leaves or walks to their car. 

Early Childhood Education 
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Early Childhood Education 

Services to Pregnant Women 

Becoming an advocate or supporter for your child’s health care begins in the womb; it is 
important for you to provide the best health care possible from the very beginning.  Starfish 
Early Childhood educators provide or coordinate prenatal education experiences.  Services for 
expectant families and newborns are provided in the family home. 

Prenatal Education includes: 

 Normal fetal development 
 What to expect during labor and delivery 
 Nutrition education Breastfeeding education 

Mothers are expected to continue keeping all appointments, follow-up and referrals as 
recommended by her physician, including the six-week post-partum exam following the birth of 
her child. 

Two weeks after the infant’s birth, your Home Visitor will schedule a home visit to discuss Early 
Head Start’s enrollment for the infant.   

If you have any questions regarding our services for pregnant women, please contact your 
Family Service Guide. 
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Social Emotional Development 

Preschool Behavioral Health Therapist 
SFS provides each Early Childhood center an on-site licensed Preschool Behavioral Health 
Therapist (PBHT) who offers a nonjudgmental space to talk about concerns, share successes, and 
explore hopes and dreams, for families. Your PBHT supports teachers, parents/caregivers 
involved in working with your child.  They provide generalized and individualized relationship-
based support in these areas: social interactions, emotional regulation, development, and 
attachment.  Additionally, they will support and refer your family to other Starfish programs as 
well as facilitate trainings.    
The PBHT will be at the center weekly to support the families and teaching staff.  She/he 
observes all children in the classroom.  The Preschool Behavioral Health Therapists (PBHTS) 
provides advice and help to the teaching staff in meeting the social and emotional development 
needs of children and assists in identifying children needing further assessment. 

Parents wishing to have an individual appointment to discuss concerns (privately) with the 
Preschool Behavioral Health Therapist (PBHT) may contact Early Childhood Center to make an 
appointment.  The PBHT may also contact parents to discuss the child’s adjustment or other 
concerns which interfere with growth and development. 
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Social Emotional Development 

Trauma Smart 
Trauma Smart® is an evidence-based program from Crittenton Children’s Center in Kansas City.  
Trauma Smart® is a prevention program that builds our staff’s capacity to recognize and respond 
to trauma in children and families by strengthening the learning environment and empowering 
every adult that interacts with children and families with the tools they need to help children 
thrive. Research shows that Trauma Smart® children are less anxious and emotionally reactive, 
are better able to build trust, and stay focused in the classroom. The U.S. Department of Health 
and Human Services recognizes the program as a leading practice for addressing childhood 
trauma. 
 
Starfish is poised to provide trauma-based services to children and their families. Our decades of 
experience include providing both early childhood education and children’s mental health 
supports. The Trauma Smart® program provides the ideal framework to better integrate our early 
childhood and mental health services, and all Starfish staff have the tools to help children and 
families build lifelong skills for managing stress and improve self-care.   
 
Children who experience trauma can still have a happy ending. By building resilience, which are 
factors that protect against toxic stress, we can help children and families become stronger and 
less vulnerable to the negative effects so strongly associated with trauma. Trauma Smart® is a 
program designed to give children and families a chance to beat the odds and build a great future. 
 
Parents and early childhood educators can help children become more resilient. Though toxic 
stress can be passed through generations, you can make a difference and help stop the cycle of 
trauma.  
 

 Be a model of resilience for your 
children  

 Read to and talk to your children  
 Learn and practice good 

communication  
 Teach children how to respond to 

aggression  

 Demonstrate healthy relationships  
 Discipline while calm  
 Avoid yelling and spanking  
 Avoid exposure to violence  
 Don’t be afraid to ask for help!  
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Social Emotional Development 

The Pyramid Model 
 

Starfish Early Childhood programs take an active approach to teach toddlers and preschoolers 
positive social behaviors.  Just as we teach letters of the alphabet and counting skills, we also teach 
children how to play and get along with others.  Social and Emotional Development plays an 
important part in your child’s success in school later in life.   
 
Our program uses The Pyramid Model, a trauma sensitive behavior support strategy which 
includes conversations and interactions around feelings, taking care of ourselves and others, and 
positive ways to solve problems. Additionally, this model supports children who need more 
targeted support with self-regulation and social emotional skills.   
 
We have three Behavioral Universal Expectations we teach children each day.  You will see 
these posted in your child’s classroom. 

1. Be Safe       
2. Be Kind 
3. Be Respectful  

As parents, we want to partner with you as we take children through this wonderful journey of 
building relationships, which is the foundation for learning.  At home, you can also talk about 
these three expectations with your child as well as offer your assistance in the classroom.  

Ages and Stages Questionnaire ASQ:SE2 

The Ages and Stages Questionnaire: ASQ:SE2 screening tool helps determine a family’s need 
for information and/or support services, helps monitor the child’s social-emotional development 
and assist in the communication between parents, teachers and care givers regarding the child’s 
behavior.  

Second Step 

Second Step - A Violence Prevention Curriculum, is implemented in SFS Early Childhood 
classrooms.  It provides engaging lessons and activities that teach essential social skills, such as 
problem solving, emotion management, impulse control, and empathy. As a parent/guardian, you 
will also have an opportunity to view a Second Step Family Guide at your child’s center. 
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Social Emotional Development 

Early Intervention for Children with Exceptional Needs 
 
The Individuals with Disabilities Education Improvement Act (IDEA) is the federal education 
law that requires schools to provide special education and related support services to children 
with disabilities.   
 
Infants and toddlers from birth to age 2 may receive early intervention services under IDEA Part 
C.  These services are provided through Early On.   
 
Children and youth from ages 3 through 21 may receive special education and related services 
under IDEA Part B.  These services are provided through a Local Education Agency (LEA) 
which include school districts.   
 
As a parent or legal guardian, you play a very important role in your child’s education.  You and 
your child have legal protections and rights (procedural safeguards) during the evaluation and 
IEP process under IDEA.  The Local Education Agency (school district) is responsible for 
providing a written explanation of your rights under both IDEA and our state’s laws.   
 
Some of the important procedural safeguards according to The Center for Parent Information & 
Resources include: 

 The right of parents to receive a complete explanation of all the procedural safeguards 
available under IDEA and the procedures in the state for presenting complaints 

 Confidentiality and the right of parents to inspect and review the educational records 
of their child. 

 The right of parents to participate in meetings related to the identification, evaluation, 
and placement of their child, and the provision of FAPE (a free appropriate public 
education) to their child. 

 The right of parents to obtain an independent educational evaluation (IEE) of their 
child. 

 The right of parents to receive “prior written notice” on matters relating to the 
identification, evaluation, or placement of their child, and the provision of FAPE to 
their child. 

 The right of the parents to give or deny their consent before the school may take 
certain action with respect to their child. 

 The right of the parents to disagree with decisions made by the school system on 
those issues.  

 The right of parents and schools to use IDEA’s mechanisms for resolving disputes, 
including the right to appeal determinations.  

Resource: Center for Parent Information and Resources (August 2019). Parental Rights under IDEA, Newark, NJ, Author. 

If you suspect your child has a special need please discuss this with your 
child’s Teacher, Home Visitor, Family Service Guide, or Disability Specialist 

who can assist you in the referral process. 
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Volunteer Time Sheet 
 

  
 
 

    
 

         
 

 
 
 
 
 
 
 
 
 
 
Record your volunteer time below: 
 

Date  List of Duties Performed Time In Time Out  Total Hrs.  

     

     

     

     

  Grand Total:  

 

 

 
 
______________________________  __________ 
Staff Signature       Date 

 

I certify that the hours and duties listed above were performed by the above volunteer. In Kind Rate 
$_______ 

VOLUNTEER TIME SHEET.P.C.doc                                             
 

 

o Starfish Family Services 
o Early Head Start 
o Head Start 
o GSRP Blend 
o GSRP 

Example of Duties: (A) worked with children in the classroom, (B) chaperoned a field 

trip, (C) set-up refreshments and/or materials for meetings, (D) Made phone calls to 

parents, (E) participated in Parent Committee meeting, (F) prepared classroom 

materials for the teacher, (G) worked on the newsletter, mailing, etc., (H) worked in 

Volunteer’s Name: _________________________________________ Center: _________________________ 

Check One: 

o Current Parent/Guardian   Teacher’s Name: ____________________________ 
o Former Parent     Child’s Name: ______________________________ 
o Community Representative   Relationship to Child: ________________________ 
o Male      
o Female 

_____________________________________________                Starfish Family Services 
                      Volunteer’s Signature    Agency/Organization Represented 
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