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Welcome to His Little Lamb’s Child Care & Preschool

This parent handbook is designed to familiarize you with our center policies, guidelines, 
procedures, and programs.  Parents are expected to be aware of its contents.  Please take the 
time to carefully read through the handbook entirely.  The Board of Education reserves the right to 
make changes to this handbook such as center policies, guidelines, procedures, and programs 
without prior notice. Changes will be announced through our current communication platform.  

Mission Statement
St. Paul Lutheran School is committed to engaging students with a comprehensive education, 
grounded in God’s Word, to prepare them for a full life in Christ.

Philosophy Statement
● Provide quality child care in a Christian setting for working families.
● Provide a safe environment in which to nurture the spiritual, social, physical, and academic 

development of the children God has entrusted to us.
● Minister to the parents of our congregation and community by providing child care services 

which meet their needs.

“Train up a child in the way he should go; even when he is old he will not depart from it.”
 — Proverbs 22:6

Non-Discrimination Policy

In accordance with federal law and U.S. Department of Agriculture (USDA) policy, this institution is 
prohibited from discriminating on the basis of race, color, national origin sex, age, or disability.  To 
file a complaint alleging discrimination, write USDA, Office of Adjudication, 1400 Independence 
Avenue, SW, Washington, D.C. 20250-9410 or call toll free (866) 632-9992 (Voice).  Individuals 
who are hearing impaired or have speech disabilities may contact USDA through the Federal 
Relay Service at (800) 877-8339; or (800 845-6136 (Spanish).  USDA is an equal opportunity 
provider and employer. (Rev. 8/12)

This institution is an equal opportunity provider. 

Licensing



His Little Lambs is licensed by the State of Michigan, Department of Licensing and Regulatory 
Affairs, Child Care Licensing Division.  The Center is inspected annually to ensure a high quality of 
child care and education.  

Licensing Notebook Notification

The State of Michigan requires that parents/guardians have access to a notebook containing all 
licensing inspection reports, licensing renewal inspection reports, special investigations, and 
corrective action plans.  His Little Lambs does not keep a physical notebook, but you can find the 
reports on the licensing website at www.michigan.gov/michildcare

Goals

● Offer children daily opportunities to meet and know their Lord, Jesus and to grow spiritually 
through faith based curriculum, songs, and Bible stories.

● Offer children, within their appropriate stages of development, opportunities for spiritual, 
social, and intellectual growth.

● Offer children opportunities for physical development through both large and small muscle 
skills.

Program Overview
Infant & Toddler Program
Christian childcare for children from 6 weeks through 2 1/2. Care is individualized and 
developmentally appropriate, focusing on safety, routine, attachment, and early developmental 
milestones.

Preschool
Christian early childhood education for children who are 3 or 4 years old by September 1, focusing 
on kindergarten readiness, social development, and faith formation.

Childcare
Full-day childcare for children 2 1/2 through 5 years, including structured learning, free play, rest 
time, and Christian instruction.

Latchkey
Before- and after-school care for children ages 5–13, providing supervised care, homework time, 
and enrichment based on Christian values.

http://www.michigan.gov/michildcare


Child Care Staff
All center employees meet or exceed the State of Michigan Licensing requirements for child care 
employees.
Interview, Fingerprinting, and Background Check
Before hiring, each individual completes an employment application, is interviewed, and 
fingerprints are taken through our Child Care Background Check system.  Any individual registered 
on the public sex offender registry is prohibited from having contact with any child in our center.

Training
All child care staff members are trained during an orientation at the time they are hired,  This 
training inclues child abuse and neglect, blood borne pathogens, licensing rules, parent handbook, 
personnel handbook, and center policies and procedures reguarding sick policy, discipline policy, 
and emergency procedures.  Infant and toddler caregivers receive additional training on infant safe 
sleep practices and shaken baby syndrome.  Licensing rules require that child care staff members 
receive 16 hours of professional development training annually.

Health Training
All child care staff members receive first aid and CPR training and receive updated training every 
two years.  All child care staff are trained in Bloodborne Pathogens and their transmission upon 
employment.  This training is also reviewed annually with center personnel.

Child Abuse and Neglect
Child care staff members are considered by the State of Michigan to be Mandated Reporters of 
suspected child abuse and neglect.  All staff members are trained to recognize the signs of 
possible child abuse and neglect.  All suspected cases of child abuse and/or neglect will be 
reported immediately to Child Protective Services.

Volunteers
All unsupervised volunteers undergo an extensive background check and fingerprinting.  All 
volunteers undergo a check on the sex offender’s registry list.  All supervised and unsupervised 
volunteers sign statements that they are aware of abuse and neglect is against the law.  They have 
been informed of His Little Lambs Childcare’s policies regarding abuse and neglect, and the 
individual knows that they are required by law to report any suspected child abuse or neglect.  If a 
volunteer is found to be ineligible, they will not have any contact with any child in the center.

Prohibited Practices
● Smoking, vaping, drugs, and alcohol are prohibited on all church and school property.



Child to Adult Ratio

Our childcare program follows the guidelines regarding the number of children to adult ratios.  
Below are the child to adult ratio ratios we use.

Ages Child to Adult Ratio

6 Weeks to 2 Years, 6 Months 4 Children to 1 Adult

2 Years, 6 Months to 3 Years 8 Children to 1 Adult

3 Years to 4 Years 10 Children to 1 Adult

4 Years to 5 Years 12 Children to 1 Adult 

5 Years to 12 Years 18 Children to 1 Adult

Admission and Withdrawal Policy

Admission

His Little Lambs is open to all children from 6 weeks through 12 years of age.  Families must meet 
age requirements and submit all required documentation.  Students are accepted during the 
course of the year as vacancies occur.

Withdrawal

Families must provide a two-week notice to withdraw from any program.  If a two weeks’ notice is 
not given, you will be charged your normal scheduled hours for those two weeks.  The center 
reserves the right to discontinue services for nonpayment, failure to comply with policies, or 
concerns related to safety or program fit.

Enrollment Procedures

To be enrolled into His Little Lambs, you will need to complete and submit the following forms and 
fees:

1. Completed registration form.
2. Non-refundable registration fee.
3. Arts and crafts fee (annually in August).
4. Completed child information record.
5. Up-to-date immunization record or immunization waiver.  You will be required to bring in a 

new record each time your child receives a new shot.



6. Annual physical health appraisal form completed and signed by your physician.  You will be 
required to update this annually until your child enters kindergarten.

7. Licensing Notification Form
8. Parent handbook acknowledgement form

Noncompliance to the above will require removal of the child(ren) until compliance is 
achieved.

Grievance Procedures and Guidance

Complaints or disagreements with His Little Lambs Childcare, Latchkey, and/or Preschool policies 
or staff will be handled in the following manner:

Step 1:  Parents should voice their complaint or concern immediately and directly to the teacher 
and/or assistant.  Be prompt when a concern arises. Our staff is committed to resolving immediate 
concerns.

Step 2:  If the concern is not resolved through Step 1, then the parents should seek out the director 
with their concerns or complaints. This may be done either verbally or in writing.  The director will 
then attempt to resolve any concerns in a reasonable time and manner.  Either party may request 
the presence and opinions of the principal or other second party, in dealing with the concern.

His Little Lambs reserves the right to request withdrawal of a child for any of the following reasons.
1. Delinquency of payment.
2. Behavior issues which cause harm to other children and adults; such as: biting, excessive 

physical aggression, inappropriate language, or extremely disruptive behavior.  Every effort will 
be made to resolve the problem through conference between care giver, parent, and 
director/principal after which time the director/principal will make a decision as to whether the 
child will remain enrolled.

3. An inability for the child and/or parent to adjust to the facility rules and regulations.

Daily Operation
His Little Lambs is open Monday through Friday, from 6:00 AM to 6:00 PM, 12 months of the year.  
His Little Lambs will be closed on the following days:

● New Year’s Day
● Good Friday
● Memorial Day
● Week that surrounds July 4th
● Labor Day  
● Thanksgiving Day, and the Friday after
● Christmas Eve
● Christmas Day
● New Year’s Eve



Scheduled holidays and closures are communicated annually. Emergency or weather-related 
closures are communicated through our childcare communication platform.

Preschool

4 Year Old Preschool is Monday, Wednesday, and Friday from 8:00 AM to 2:50 PM.

3 Year Old Preschool is Tuesday and Thursday from 8:00 AM to 11:30 AM.

Center Closures
His Little Lambs may have to close due to certain uncontrollable circumstances such as extreme 
weather, power outage, water outage, heating or cooling outage, and other emergency situations.  
If the center closes during the day, parents will be expected to have their child picked up within one 
hour of closing.  This is a licensing requirement. If the center is closed due to an extreme weather 
or emergency situation, parents will receive a message through our childcare communication 
platform.

Extreme Weather

His Little Lambs will be open during snow days and inclement weather unless a state of 
emergency is declared due to extreme weather.

Power Outages and Other Building Emergencies

His Little Lambs is not allowed to operate for more than one hour without power, water, and/or heat 
in order to be in compliance with licensing rules.  We will close early or will not open if a power 
outage or building emergency situation arises.

Pest Management Plan

The following is our policy/procedure for controlling pests (ants, bees,wasps,spiders and/or mice). 
We will use products that are listed as having the lowest effective toxicity level possible. You will be 
informed at least 48 hours in advance of any treatment through our childcare communication 
platform. If possible the treatment will be applied on a Friday after the center closes.

Rates and Fees

A $100.00 registration fee per child is due upon enrollment.



A $25.00 arts and crafts fee is charged annually in August for each child enrolled at that time.

Tuition rates, registration fees, and applicable charges are established annually by St. Paul 
Lutheran Church and School.

Families must contact the Childcare Director for current pricing information for all programs.

Childcare and latchkey is billed on a weekly basis.  Preschool is billed on a monthly basis.

Arts and Crafts Fee

There are many wonderful activities we do with the children that require consumable materials 
such as clay, paint, glue, paper, etc. In August, a $25 arts and crafts fee will be charged per child.
  

Scheduling

His Little Lambs schedules for the upcoming week are due on the Tuesday prior to the week that 
care is needed.  All schedules must be sent through our childcare communication platform.  If you 
do not schedule your child by that Tuesday, we can not guarantee a spot for your child.  There is a 
$10 daily drop in fee for any day that your child attends when added after that Tuesday.  There is 
not a mandated attendance policy or required number of days, except for the infant/toddler 
room. The Infant/toddler room requires a minimum of 3 days per week.  

Vacation/Sick Day Policy

Staffing is based upon the number of children scheduled each week.  We understand that your 
childcare needs could change at any moment.  However, what you schedule is what we expect 
your child to attend that week and what we have staffed for.  You are responsible to pay for the 
days that your child is scheduled to attend whether they attend or not.

Infant/Toddler

Due to limited availability in our Infant and Toddler program, all enrolled children are required to 
maintain a minimum enrollment of three scheduled days per week.  Families are responsible for 
tuition equivalent to a minimum of three days per week, regardless of actual attendance.  If a child 
will be absent for an extended period of time, but plans to return, the three day minimum tuition 
must continue to be paid in order to hold their spot.

Payment



A schedule of when your child will attend child care for the upcoming week is due on the Tuesday 
prior to when you need your child to attend childcare or latchkey.  Invoices are sent out each 
Friday.  Invoices are due by Monday morning.  If your invoice is not paid by Monday morning, we 
cannot guarantee a spot for your child for the week.  Child care enrollment may be terminated, with 
or without notice, temporarily or permanently, for non payment of child care fees.  If special 
circumstances occur that may require a delay in payment, arrangements must be made with the 
Director and submitted in writing to the Board of Education.

Payments not made within seven days will be charged a $25 late fee.

There is a $25.00 non-refundable fee for insufficient funds on any written checks, ACH or Debit 
Card Transactions.

Late Pick Up Policy

If you pick up your child after 6:00 p.m., you will be charged $1.00 per minute per child for every 
minute a parent is late to pick up their child.

We know that emergency situations sometimes arise that are uncontrollable.  If you will be late, 
please let us know.  If we cannot get ahold of the parent or guardian, we will proceed down the list 
of emergency contacts.  If the parent and/or emergency contacts cannot be reached, we will 
contact police and Child Protective Services to ensure the safety of the child is met.

Discipline Policy
His Little Lambs uses positive guidance, redirection, and encouragement to promote 
appropriate behavior and social development in a Christ-centered manner.  Discipline is a learning 
process for all children.  Child care rules are in place so that children will be able to coexist in a 
safe environment.  The child care rules are always clear and consistent for the children based on 
the age of the child.  

Our basic rules are:
1. Walking feet
2. Keep hands and feet to yourself
3. Use inside voice
4. Act kindly
5. Use listening ears

When a child needs correction, child care staff will follow these steps: 
1. A friendly, yet firm reminder
2. Another reminder
3. Redirect the child to another activity
4. Direct the child to sit alone doing a different individual activity for a short period of time until 

able to regain self control and can once again play safely with other
5. Talk to other child care personnel
6. Talk to the child care director



7. Call the parent and have the child go home for the day if the behavior is interfering with the 
safety of the other children or child care staff and the learning environment.

8. If issues persist, a probationary period may be required.  Details will be discussed with 
parents at the time.

When the offense involves another child, a teacher will guide the two children involved to talk 
through the problem using their words, instead of their hands.  We encourage talking things out 
and modeling for the children how Jesus would like us to show Christian love and concern for our 
fellow classmates.  If your child physically hurts another child, you will receive an incident report 
that explains what happened and how the situation was handled.

Childcare staff are prohibited from using the following means of punishment:

1. Hitting, spanking, shaking, biting, pinching, or inflicting other forms of punishment.
2. Restricting a child’s movement by tying or binding.
3. Inflicting mental or emotional punishment such as humiliating, shaming, or threatening a 

child.
4. Depriving a child of meals, snacks, rest or use of the bathroom.
5. Force feeding a child.
6. Confining a child in an enclosed area such as a closet, locked room, box, or cubicle.

Extreme behavior is defined as behavior that is harmful to any people or objects, behavior that 
disrupts the rest of the class for an extended period of time, or behavior that continues to escalate. 

Health & Safety
Emergency Notification

All parents are notified immediately of serious injuries, medical emergencies, evacuations, 
or situations affecting child safety.

Illness & Exclusion Policy

Children must remain home with:

● Temperature of 100°F or higher, without medication, within the past 24 hours
● Vomiting or diarrhea within the past 24 hours
● Undiagnosed rash - A doctor’s note is required before returning
● Eye infections with or without discharge - A doctor’s note is required before returning
● Any contagious disease or condition (Please notify His Little Lambs of any contagious 

illness so we can inform other parents)

Parents are asked to call the center or message through the childcare communication platform if 
their child will be absent due to illness.  Children must return with a doctor’s note for any suspected 
or confirmed contagious or communicable disease.  We understand that sometimes a child may 



show symptoms that appear contagious but are not; under those circumstances, we will need a 
note that states that the child is not contagious before the child can return.

Children must be symptom-free for 24 hours before returning.

If a child becomes ill while in our care, we will notify the parent or guardian and the child will be 
expected to be picked up as soon as possible.  We will try our best to keep a sick child distant from 
other children in our care.

Medication
Prescription and over the counter medication may be administered at the center

● Prescription medication must be brought in the original container provided by the pharmacy 
with the child’s name, pharmacy label, and original directions clearly marked

● Over the counter medication must be brought in the original medicine container.  The 
expiration date must not be expired.  Dosage instructions must be exactly the same as on 
the medication label.  Infants must have a doctor’s prescription stating how much and how 
often they may receive the medication.

● Parents must complete and sign a medication form for each medication.  If this form is not 
signed, the medication can not be given.

● Make sure to give all medications to child care staff.  Do not leave medication in the child’s 
backpack.

● Because some children may experience a reaction to medications, we ask that the parent 
administer all first doses of a medicine at least 12 hours before the child attends the center.

● Child care staff will oversee that all necessary forms are completed, administer the 
medication, and record dosage of medication given to the child.

Handwashing
Staff will wash hands prior to the start of the workday and care of children, before giving 
medication, after toileting, after assisting children with toileting, after handling animals or pets and 
cleaning cages, after handling garbage, after handling bodily fluids, before eating, before serving 
food or drink, and when soiled.  Staff will follow universal precautions when handling body fluids 
and have been trained in handling Bloodborne Pathogens.  Children will be instructed to wash 
hands after toileting, before eating or food prep experiences, after blowing their nose, after 
handling animals or pets, and when soiled.

Serious Injury/Emergency Plan



We will make every effort to prevent accidents from occurring.  In the event that an accident or 
emergency situation occurs, these procedures will be followed:

1. Basic First Aid/CPR will be applied.  All childcare staff are trained in first aid and CPR.
2. 911 will be contacted, if needed.  Childcare staff will remain with the child at all times.
3. Parents will be notified via phone or our childcare communication platform.  If the parent 

cannot be contacted, emergency contacts will be notified.
4. An incident report will be filled out by a child care staff member.  A parent will need to sign 

when the child is picked up.  The director will sign as well.  Copy will be given to parents if 
requested and the original will be kept in the child’s file.

Supplies Provided by Families
Child Care/ Preschool:

● A small blanket and pillow (stuffed animal if desired) for rest time.  These should be taken 
home weekly to be washed.

● A complete change of clothes appropriate for the season in a labeled zip lock bag.
● Refillable waterbottle 
● Preschool classroom supply list will be sent home at registration

Infants/Toddlers

● Diapers/pull ups and wipes
● Diaper ointment (if needed); a completed topical medication form is required.
● Premade bottles of formula or breast milk.
● Baby food/snacks
● At least two complete changes of clothes appropriate for the season in a labeled zip lock 

bag.

Failure to provide these essential items, you will be called to bring needed supplies or to pick up 
your child.

Meals and Snacks

Infant/Toddler

Parents will be responsible for providing formula, breast milk, baby food, and snacks.  Parents are 
asked to bring a daily supply of bottles for infants.  Each bottle must have the child’s name and 
date on it.  As infants grow, their appetite may grow unexpectedly; therefore, please bring a can of 
formula for your child just in case.  Baby food and snack containers must have the child’s name 
and date on it.  Please try all new foods 24 hours before feeding it to your child at the center.  The 



introduction of finger foods will be coordinated between parents and child care staff and then 
introduced when the child is ready for them.  Whole milk (or milk substitute) should be provided in 
a cup when the child is ready for it.

Preparing Food/Formula

As required by Licensing rules, any food, milk or formula left at the end of a feeding (one hour 
maximum) will be disposed of.  A separate bottle must be used for each feeding.  Childcare staff 
will shake bottles a few times during warming to obtain consistent temperature.  The temperature 
of the formula will be checked before giving it to a child by measuring its temperature or shaking a 
few drops on the inside of the child care staff member's wrist.

Feeding

A flexible feeding schedule will be maintained.  Feedings will be stopped when the infant indicates 
that they have had enough.  Independence will be encouraged by allowing the use of hands and a 
spoon.

Childcare/Latchkey

Licensing rules require that each part time child in a child care center must receive meals and 
snacks that provide at least ⅓ of the child’s daily nutritional needs and each full time child in a 
center based program must receive meals and snacks that provide ½ to ⅔ of the child’s daily 
nutritional needs.  The meals and snacks must meet the meal pattern requirement by the USDA.  If 
your child has special dietary needs or food allergies, please inform us at the time of enrollment so 
that special arrangements can be made.  

His Little Lambs does not provide breakfast.  You may send your child with breakfast daily or send 
a weekly supply to keep at the center.. We realize that often very early in the morning children are 
sleepy and not immediately interested in eating.  Please make sure that your child does get an 
opportunity to eat breakfast either at home or at Child Care.

Lunch

Parents must also provide their child’s lunch. Lunch may be purchased through the hot lunch 
program for an extra fee or you may send a cold lunch with your child.  A lunch menu will be sent 
home monthly.  When St. Paul does not have school during the school year and during the 
summer months, parents will need to send a cold lunch.  Free and reduced lunch applications are 
available upon request.

We have a microwave and refrigerator available to help meet your child’s lunch needs.  Please 
only send items that require one minute or less to reheat; many food items requiring longer 
heating or cooking times can delay lunch time for all children.

Snacks

Children will be served a morning and afternoon snack.  All snacks follow USDA guidelines for 
healthy snacks.  If your child has an allergy, we ask that you provide snacks for your child



Preschool

Lunch may be purchased through the hot lunch program for an extra fee or you may send a cold 
lunch with your child.  A lunch menu will be sent home monthly.  Free and reduced lunch 
applications are available upon request.  A morning snack must be provided by parents.

Daily Program and Activities
The daily schedule is in place to give parents a chance to see what their child is doing throughout 
the day.  Child care staff reserve the right to change the schedule according to how the day is 
going.  For example, on a bright sunny day, we might stay outside a little longer than scheduled to 
enjoy the nice weather, and on rainy, cold days, we won’t go outside as long, but instead offer 
more free play inside.  Whatever the day might bring, you can be assured that your child will be 
involved in age appropriate activities which will allow them opportunities to grow cognitively, 
spiritually, socially, and physically.

Infant/Toddler Program

Our infant/toddler program provides care for up to 12 children each day.  It is staffed by one or two 
lead teachers who received special training in infant/toddler care.  There are several assistants 
helping as well.  The lead teachers oversee the program, caregiving staff, and room operation.  
Our program meets or exceeds the state required ratio of 1 adult caregiver to 4 children.

Schedule

Our program believes that each child has his or her own schedule.  The day will include napping, 
eating, quiet play, active play, and outside time.  The curriculum includes providing children with a 
wide variety of activities and experiences that will enable them to develop new skills and learn 
more about their world.  Each child is fed, diapered, and allowed to sleep based on need and 
demand.  Keeping all of this in mind, you may observe the many different types of activities in the 
rooms by looking at the following schedule.  

Infant/Toddler

6:00-8:00 a.m. Children arrive, Free Play and Developmental Activities

8:30-9:00 a.m. Diaper Changes/Bathroom Break, Clean-Up, Wash hands

9:00-9:30 a.m. Snack

10:00-10:30 a.m. Outside Play (time adjusted as necessary)

10:30-10:45 a.m. Diaper Changes/Bathroom Break, Wash hands

10:45-11:15 a.m. Story Time and Music



11:15-11:45 a.m. Diaper Changes/Bathroom Break, Clean-Up, Wash hands

11:45-12:45 p.m. Lunch and Clean-Up, Free Play and Developmental Activities

After Lunch

12:45-1:00 p.m. Diaper Changes/Bathroom Break, Clean-Up, Wash hands

1:00-2:30 p.m. Nap Time

2:30-3:00 p.m. Wake Up, Diaper Changes/Bathroom Break, Clean-Up, Quiet Play

3:15-3:45 p.m. Outside Play (Time adjusted as necessary)

3:45-4:00 p.m. Diaper Changes/Bathroom Break, Wash hands

4:00-4:30 p.m. Snack

4:30-6:00 p.m. Free Play and Developmental Activities, Clean Up, Pick Up

3 Year Old Preschool

8:00-8:15 a.m. Free Play

8:15-8:30 a.m. Circle Time, Calendar, Weather, etc.

8:30-8:45 a.m. Bathroom and Wash Hands

8:45-9:00 a.m. Religion

9-9:20 a.m. Snack Time

9:20-10:35 a.m. Reading 

10:35-10:45 a.m. Bathroom and Wash Hands

10:45-11:15 a.m. Centers/Small Group Activities

11:15-11:20 a.m. Clean Up/Closing Prayer

11:20-11:30 a.m. Pack up/Dismissal

4 Year Old Preschool

8:00 a.m. Morning Work



8:10 a.m. Snack/Breakfast

8:10 a.m. Free Play

8:30 a.m Clean Up

8:35 a.m. Bathroom Break, Wash Hands

8:45 a.m. Chapel (Wed)/Library(Fri)

9:00 a.m. Circle Time, Story Time

9:45 a.m. Centers/Small Groups/Free Play

11:30a.m. Clean Up

11:35 a.m. Carpet Game

11:40 a.m. Bathroom Break, Wash Hands

11:45 a.m. Lunch Time

12:15 p.m. Free Play

12:30 p.m. Clean Up, Bathroom Break, Wash Hands

12:35 p.m. Outside Time/Gym Time

1:00 p.m. Bathroom Break, Wash Hands

1:05 p.m. Story Time

1:10 p.m. Rest Time

2:00 p.m. Center Time/Small Groups/Free Play

2:35 p.m. Clean Up

2:45 p.m. Pack Backpacks, Closing Prayer

2:50 p.m. Dismissal

Childcare

6:00-7:30 a.m. Arrival/Free Play

7:45 a.m. Announcements

8:00-8:45 a.m. Free Play



8:45-9:00 a.m. Calendar Time, Music and Movement

9:00 a.m. Bathroom Break, Wash Hands

9:15 a.m. Snack

9:30-9:45 a.m. Jesus Time

9:45-10:00am Story Time

10:00-10:45 a.m. Center time, Crafts

10:45-10:55 a.m. Clean up, Bathroom Break, Wash Hands

11:00-11:35 a.m. Outside Time/Gym Time

11:35 a.m. Bathroom Break, Wash Hands

11:40-12:15 p.m. Lunch Time

12:15-12:30 p.m. Free Play

12:30-12:55 p.m. Outside Time/Gym Time

12:55 p.m. Bathroom Break, Wash Hands

1:00 p.m. Story Time

1:00-2:30 p.m. Rest time

2:30 p.m. Wake Up 

2:45 p.m. Bathroom Break, Wash Hands

2:45 p.m. Free Play

3:20-4:00 p.m. Outside Time/Gym Time

4:00 p.m. Bathroom Break, Wash Hands

4:10 p.m. Snack Time

4:40-6:00 p.m. Free Play

Latchkey

2:40 p.m. Sign in St. Paul Students

3:00-3:10 p.m. Sign in Public School Students as They Get Off the Bus

3:15 p.m. Bathroom Break and Wash Hands



3:20-4:10 p.m. Outside Time/Gym Time

4:10 p.m. Bathroom Break and Wash Hands

4:15 p.m. Snack

4:45-6:00 p.m. Free Play/Homework, Clean Up, Pick Up

Primary Caregiver
Each child is assigned a primary caregiver.  Through primary caregiving interactions, attachment 
grows.  Teams of childcare staff are created in each shift so that there is always a familiar adult 
present.  The primary caregiver may be changed if your child becomes attached to another 
caregiver.  Your child’s primary caregiver is listed on your daily report.

Infant/Toddler Daily Reports
Parents will receive a daily report on how their child’s day went.  It informs parents on when and 
how much your child ate, when and how long your child slept, when your child’s diaper was 
checked/changed, and your child’s overall mood and interactions for the day. 

Infant Safe Sleep & Shaken Baby Syndrome
All staff working in the infant/toddler room have been trained in infant safe sleep and shaken baby 
syndrome.  His Little Lambs will follow safe sleep practices.  If an infant falls asleep in a swing, 
bouncy seat, on the floor, or other location, the child will be moved to a crib.  Blankets and stuffed 
animals will not be placed in cribs with infants.

Safe Sleep Practices

The baby should sleep alone in a crib.

Always put the baby on his/her back to sleep.

No pillow, blanket, or stuffed animals should be in the crib.

Diapering
The diapering of infants/toddlers will be done as needed throughout the day.  Parents must provide 
diapers and baby wipes.  Only creams and lotions, provided by the parents will be used.  Parents 



must complete and sign a topical medication form.  Diapering will be done on the changing table.  
The changing table will be cleaned and sanitized after each diaper change.  Supplies will be kept 
in the child’s labeled cubby.  Diapers will be checked every two hours to ensure frequent changes.  
A record of diapering will be kept on your child’s daily sheet. Please provide an adequate supply of 
diapers.  Please watch for notes which will tell you when a new supply is needed.

Toilet Training
Please inform child care staff when you begin potty training so that we can coordinate our efforts.  
Your child will need to wear pull-ups.  Children that are potty training may need multiple pairs of 
underwear, pullups, and changes of clothes.

Biting Policy and Procedures
Many toddlers use their teeth as a temporary form of communication.  Biting at this age is not 
intended to be malicious.  Toddlers don’t have the language skills to express how they feel, so they 
bite to express excitement or to say that they are frustrated or anxious.

This is how biting is handled in our program.  We console the child that is bitten first and apply first 
aid if needed.  The child that did the biting will be removed from the group and given an opportunity 
to calm down if needed.  Child care staff will tell the child, “No biting. Biting hurts our friends, When 
you bite, that hurts _____.”

We do not remove children from our program when they bite since it is a developmental behavior 
and children need to be taught not to bite.  Instead, Teachers will:

Encourage and teach all children to use words to express how they feel.

Offer items to chew on - if this is a teething need.

Track the biting to see if there is a pattern developing.

Shadow the biter so that the biter is within reach as much as possible.

Schedule a parent teacher conference to discuss the biting and strategies that parents may be 
using at home.

Stopping the biting behavior may take a few weeks.  The behavior may go away and then return 
for another reason.  If you have any questions about these biting procedures, please contact your 
child’s primary caregiver.



Outside Play
Licensing has a rule regarding outdoor play.  The rule states, “A center operating with children in 
attendance for five or more continuous hours per day shall provide for daily outdoor play unless 
prevented by inclement weather conditions.”  This includes children ages 6 weeks to 12 years.  
The definition for inclement weather conditions or guidelines would include a temperature reading 
with the windchill factor of 30 degrees Fahrenheit or lower, extremely hot temperatures of 85 
degrees Fahrenheit or higher, and storms.

Drop Off and Pick Up Procedures
His Little Lambs opens at 6:00 a.m. and closes at 6:00 p.m.  When you drop off your child, please 
sign your child in on the tablet.  Please indicate if your child brought cold lunch or will need hot 
lunch.  When picking your child up, please sign your child out on the tablet.  

Release of Child to Someone Other than a Parent

In order for your child to be released to someone other than a parent, the individual must be listed 
on the child’s information record (completed and signed by the parent) OR the center must have 
written permission that is dated and signed by the parent stating that the parent gives permission 
to the center to release the child to the individual.  Please let child care staff know when another 
person is going to pick up your child.  The center staff have been trained to ask to see a driver’s 
license or state ID card when anyone they don’t recognize arrives to pick up the child.  This is a 
state licensing rule.  If parents are separated or divorced, the center must have a copy of the court 
ordered custodial agreement in order to refuse to release a child to a parent.

Toys/Personal Belongings

Please keep your child’s personal toys at home.  The only exceptions are an object for show and 
tell and/or “a comfort toy” for nap time.  The center has sufficient play supplies for children.  We 
cannot assume responsibility for lost or broken possessions.  In addition, guns, swords, or toys that 
can hurt another child or promote violence are not allowed.  Please do not let your child bring in 
expensive toys or things that are 
fragile.  


