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Parent Handbook  
 

 

After School Care 

St. Mary of Hannah   

2912 West M-113 

Kingsley, MI 49649 

231-263-5288 

 

 

 

This center is a secure and welcoming place 

for children and families. Communication 

and cooperation are encouraged! 

*Updated June 13,  2022* 
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❖ Philosophy: Our mission is to develop the student’s talents, spiritually, 

emotionally, physically, socially and intellectually. This climate of trust and 

respect will allow children to learn and will allow parents to act and speak in 

the best interest of their children. We are dedicated to gaining professional 

development for our staff and advocacy for children everywhere. 

 

❖ Introduction: The center is a non-profit organization, licensed by the state of 

Michigan to accept children five years through twelve years of age. 

Regardless of race, ethnicity, background or religion. 

We are licensed to have thirty-two children at any time. We provide 

certified staff to meet licensing requirements with regard to adult and child 

ratios. The Center will be open 3:00 pm to 5:30 pm. 

 

❖ Program Plan: 

Afternoons: Quiet time, reading and homework. Snack, free choice, outside 

time, games and crafts. Clean -up and prepare to be picked-up.  

 

❖ Admission: To be admitted to this center your child should have. Completed 

child information card. Physical health, immunization records, parental 

acknowledgment for school age programs. Receipt of Handbook form. We 

are open to the community. 

 

❖ Withdrawal: A family wishing to withdraw child/children from the program 

should notify in writing two weeks in advance. 

 

❖ Dismissal: The center reserves the right to dismiss a child from the center for 

the following reasons… The safety of teachers, students, or the child is 

threatened. Parents are not meeting financial obligations to the center. 

 

❖ Holiday: The center follows the school calendar with regard to holidays. 

Refer to the center yearly calendar for a complete list of days when the 

center will be closed.  

 

❖ Snow days: the center will be closed due to inclement weather, when the 

Kingsley area schools are closed. 
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❖ Positive Guidance and Discipline Policy:                                                              

A. Our main concern at the Center is to promote a child’s positive self-

concept. We will assist children in the development of making appropriate 

choices and building self-discipline skills. We will allow the children to make 

their own choices and will use positive guidance when disciplining.                   

B. Discipline:  In order for this center to be conducive to a loving friendly 

setting we will need to follow procedures at all time. Your child’s actions or 

choices result in either positive or negative consequences. If your child shows 

kindness to others, others will be kind. If your child breaks something that 

belongs to someone else, he/she will have to replace it. If they break a rule 

they are not being punished. Rather, they consciously made a choice to 

break a rule and need to accept responsibility for that choice, good or bad.                

C. Rules:   Do what you are told by anyone in authority, immediately 

with no back talk. No negative facial or bodily gesture. Always use inside 

voices when inside and listen when someone else is talking. Do not bother or 

hurt anyone (inside or outside). Keep your hands, feet and objects to 

yourself.  Walk at all times inside the building. Respect school and personal 

property. Treat everybody with dignity.                                                                                       

D. Consequences:                                                                                                        

1. First time, warning, teacher will talk with the child.                                         

2. Child will be placed near the teacher to further discuss the incident  

and/or the student may  fill out a “my action plan” sheet to learn to problem 

solve and self-discipline.                                                                                                   

3. Teacher and/or student will talk with the parents in person or by 

phone call.                                                                                                                             

4. Meeting with Parent, Caregiver and Program Director.                           

5. If behavior persists, St. Mary-Hannah reserves the right to release the 

child from the program. *St. Mary-Hannah reserves the right to dismiss a 

child immediately. 

 

❖ Latchkey Fees: Nonrefundable annual registration fee per child is $25.00. 

$4.00 hourly fee, with a $4.00 minimum. The Latchkey bills are generated at 

the end of each month. Weekly bills are available on request. A return check 

fee of $25.00 will be added. 
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❖ Financial: When registering, parents must choose the days their child will be 

attending alternately a monthly requirement to be submitted before start of 

the month. Parents will be responsible for the scheduled days that they 

secure regardless of attendance. 

 

❖ Late Pick-Up Fee: If a child is not picked up by 5:30 pm a $15.00 fee plus 

$1.00 per minute will be imposed. 

 

❖ Pick up Procedures: Sign in sheets are located near the entrance to the 

classroom door. Sign your child on the sign in sheet. When you bring a child 

to the center, notify the teacher that your child is present. The Center 

requires that all children are brought into the school by an adult. When 

picking up a child contact the teacher before leaving. No child will be 

released to a person not authorized by the child’s parent on their child’s 

information sheet. 

 

❖ What to Wear: We will be outside, unless it is raining, the wind chill is below 

five degrees, or the heat index is above eighty-five degrees. Please make 

sure your child has clothes appropriate for the weather. Please label outdoor 

wear. During winter weather, we need snow pants, coats, boots, mittens and 

hats every day. 

 

❖ Items from Home: Please help us by not allowing your child to bring toys, 

gum, sharp objects or other objects not suitable for the Center. 

 

❖ Snack: The Center will supply a nutritious snack in the afternoon at 

approximately 3:50 pm. 

 

❖ Illness Policy for Children and Staff: If a staff member or a child exhibits any 

of the following symptoms he or she will not be allowed to attend the Center 

for at least twenty-four hours depending on medical treatment.                    

~Fever (101 degrees or less if the child is not feeling well), 

~Earache, unless cause is determined, 

~Severe sore throat, 



5 
 

~Watery or red eyes, 

~Persistent cough, 

~Upset stomach or diarrhea, 

~Any draining sore, 

~Any unexplained rash, 

If a child develops any of these symptoms while in care, parents will be 

notified and will be expected to pick up the child immediately. If a parent 

cannot be reached, the emergency contact will be called. The staff member 

or child should remain at home until the contagious period of an illness is 

over. They may return if: 

~There have been so symptoms of illness for twenty-four hours (without the 

use of a pain reliever which will reduce fever and mask symptoms), 

~They have been on prescribed medication such as antibiotics for at least 

twenty-four hours, 

~A physician’s statement is provided verifying that a condition (rash, cough, 

etc.) is no longer contagious. 

Emergency Procedure for Serious Accident or Injury:  

When two caregivers are present: 

In the event of a serious accident or injury at the center, the caregiver who finds 

the victim shall follow the procedures learned in CPR/First Aid. Check the scene for 

safety, check the victim, tell another staff member to call 911 (if necessary), and 

provide care. After calling 911 the second caregiver should alert any other adults 

in the area, attend to the other children, and assist with the victim when needed.  

If needed parent(s) will be contacted by phone and parent(s) will pick children up 

at the gym using the sign-in/sign out clipboard. 

When one caregiver is present: 

In the event of a serious accident or injury at the center and there is only one 

caregiver present they shall follow procedures learned in CPR/First Aid. Check the 

scene for safety, check the victim, call 911 (if necessary), and then continue to 

provide care for the victim.  If needed parent(s) will be contacted by phone and 

parent(s) will pick children up at the gym using the sign-in/sign out clipboard. 
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Staff Training Plan: All staff will meet a minimum of 16 Professional 

Development credit hours as the state of Michigan requires for training. 
 

❖ Notification of Licensing Notebook: This Center maintains a licensing 

notebook of all licensing inspection reports, special investigation reports and 

all related corrective action plans. The notebook is available to parents for 

review during regular business hours. Licensing inspection and special 

investigation reports from the past two years are available on the bureau of 

Children and Adult Licensing website at www.michigan.gov/michildcare. 

 

❖ Positive Guidance and Discipline Policy: Our main concern at the Center is 

to promote a child’s positive self-concept. We will assist children in the 

development of making appropriate choices and building self-discipline skills. 

We will allow the children to make their own choices and will use positive 

guidance when disciplining. 

 

❖ Medication Policy: Medication will be given to a child only if a parent fills 

out and signs a permission form. The medication must be in the original 

container. Medication will be administered according to the doctor’s 

directions on the label unless a parent supplies other written direction from 

their doc tor with the doctor’s signature. Medication needs to be given to a 

teacher by an adult.  Any non-prescription, topical medication, etc. will 

require a signed letter from the parent/guardian. 

 

o As our staff our not trained medical professionals, and the priority is 

the safety of student(s) in need of special medication(s), St. Mary of 

Hannah staff have the right to refuse any student(s) from our 

program whose needs we are not physically or emotionally able to 

meet. 

 

 

 

http://www.michigan.gov/michildcare
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Pesticide Application Policy 

 

As a part of our school’s Pest Management Program, pesticides are occasionally applied.   You 

have the right to be informed prior to any pesticide application made to the school grounds 

and buildings.   

In certain emergencies, pesticides may be applied without prior notice, but you will be 

provided notice following any such application. 

If you need prior notification, please complete the following information and submit to the 

school office.      

  

  

Name___________________________________(Child’s Name):__________________                          

                                (Parent/Guardian) 

Street Address ___________________________________________________________ 

City:___________________________________________________________________ 

Telephone Numbers:  Daytime: _____________ Evening:_________________________ 

Please Check One: 

_____I wish to be notified prior to a scheduled pesticide treatment inside of the building. 

_____I wish to be notified prior to a scheduled pesticide treatment on the outside school 

grounds.   

_____Both of the above: 
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Please sign below and return this page to the center. 

 

I have read and will comply with the policies in the St. Mary’s Latchkey 

Center Parent Handbook. 

 

 

Parents Signature                                                                        Date 

 

Child(ren) enrolled 

 

Childs Signature                                                                            Date 

 

 

 

 

 

 


