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LUCE
Luce Daycare 2026-2027

Who We Are:

« Daycare is available to children 3-5 years old that are potty trained.

« The Indiana Child ratio for this group is 1 teacher per 10 children for 3 year
olds and 1 teacher per 12 children for 4 year olds.

* We have a maximum of 20 students in our daycare program.

Philosophy:

* We believe each child is unique and brings their own special gifts and
talents with them into the classroom.

* We work to give them the opportunity to develop socially, intellectually, and
physically to their own fullest potential.

» We have a respectful and loving environment where children ages three to five
can work, learn, and play.

Open Door Policy:

e Parents are always welcome to visit at any time. If you would like to visit,
please go to the office and sign in.

Confidentiality Policy:

e Allinformation pertaining to your child's admission, family, health, and
discharge are confidential. Pre K can only release information about your child
if given permission from the parent. We are willing to work with any child
regardless of need and their family and therapists and will make reasonable
accommodations.

Prohibited:

e No alcohol, tobacco, firearms, or illegal substances are allowed on the
school grounds.



Abuse/Neglect:

We are obligated to report any suspected neglect and abuse. If we suspect any
abuse or neglect we will be reporting the child to the state.

At the beginning of every school year, staff is required to take part in training
concerning child abuse, bullying, universal precautions. Documentation for this
training is kept on file by the school principal. New hires will also take part in this
training at any point during the school year.

Hold of Placement Policy for Age-Ineligible Students

This policy outlines the procedures and requirements for families who wish to
secure and maintain a place on the daycare hold-of-placement for children who do
not meet the minimum age requirement at the start of the school year.

1. Eligibility for Hold of Placement

Children who do not meet the required minimum age for enroliment at the beginning
of the school year may be placed on a hold of placement until they become
age-eligible.

2. Hold of Placement Fee Requirement

To retain a position in the classroom until of-age within the school-year, families
are required to pay $25 a week, while Pre-K is in session (aligned with South
Spencer Schools calendar)

Payment must be made according to the daycare’s regular tuition schedule.
* Fees are non-refundable and non-transferable.
* Failure to make timely payments will result in removal from the waitlist.
3. Purpose of Spot Hold Payment
Payment of $25 a week while on the classroom spot-hold serves to:

* Reserve the child’s future enrollment spot.



* Ensure continuity of enrollment planning and classroom capacity.

* Offset operational costs associated with holding a space.

4. Transition to Active Enroliment
Once the child reaches the required age:

* The child will be eligible to begin attending immediately, based on the reserved
spot.

* Full tuition payments will be required.

* All standard enrollment requirements (e.g., paperwork, immunizations) must be
completed prior to the start date.

5. Withdrawal from Waitlist

Families may withdraw from the hold of placement at any time by providing written
notice.

* Tuition payments will cease at the end of the current billing period.
* No refunds will be issued for prior payments.
6. Exceptions

Exceptions to this policy are not guaranteed and may be considered only under
extraordinary circumstances at the discretion of daycare administration.

7. Acknowledgment of Policy

By enrolling a child on the waitlist, families acknowledge and agree to comply with
this policy, including the requirement to pay full tuition to maintain their child’s
reserved placement.



Requirements for Attendance

Age Range:

e Daycare is available to children 3-5 years old that are potty trained.
Students having multiple accidents due to lasting effects from an acute
illness may be asked to wear a pull up until they have fully recovered.
Students that have multiple accidents weekly, without health reasons,
will be asked to leave the daycare program until fully potty trained.
(See Toilet Training Policy attached)

Documentation:

e \We require a birth certificate, current immunizations, and a physical for
school.

e We also require a registration packet to be completed which includes forms
such as an Emergency Medical Authorization and Emergency Contact.

Tuition for Daycare: The tuition fee of SSCSC employees is $155.00 per week and
is due Monday of each week. SSCSC Employee weekly rate: $145. There is a
one-time supplies fee of $25.00 per child paid yearly.

e Regular attendance is very important. The tuition fee per week does not change
if a child is absent. This includes being sick, hospitalized, and vacations.

e If payment is not paid by Friday a $20.00 late fee will be added and
students will not be able to return to the program until the payment is
made.

Food Policy
Daily Meals & Snacks

Breakfast and lunch are included in the weekly daycare tuition. Snacks will be
offered daily, and a snack schedule will be shared with families in advance.



Bringing Food from Home

Families who choose to provide breakfast and lunch for their child will receive a
$15 per week discount on tuition.

To receive this discount, families must submit their decision in writing to Pre-K
staff by the following deadlines:

For the full fall semester: August 5 — Written notice must be received prior to
the start of the school year.

For the full spring semester: January 4 — Written notice must be received prior
to the start of the second semester for any changes taking effect at that time.

*No changes to this arrangement will be honored outside of these designated
decision points.

Food brought from home must follow these quidelines:

Food must be packed in a lunchbox and ready to eat as-is.

Staff are unable to refrigerate or heat any items, so all food must be stored
safely at room temperature or kept cold within the lunchbox itself.

No preparation of any kind can be done by staff.

Healthy Choice Commitment

We are proud to be affiliated with Luce Elementary School, a designated
Healthy Choice School. In keeping with this commitment, all food brought in for
celebrations, parties, or special events must meet Healthy Choice standards.

Daily Policies and Procedures



Hours of Operation: We follow the South Spencer School Calendar, and the
Daycare is open every school calendar day from 7:00am to 5:00pm Monday

through Friday.

Drop Off/ Pick ups:

« Each child must be signed in and out each day.

 Drop off will be at the classroom door from 7:00 a.m. until 8:00
a.m. Dropping off after 8:00 a.m. will be at the front door and you
will need to come through the office to be able to go to the daycare
room.

« Students may be picked up in the car rider line if they have a
sibling K-5 riding with them and a car rider tag is issued to the
sibling.

 Children must be picked up by 5:00 p.m. at our classroom

door.

A Late fee of $20.00 is assessed if your child/or children are picked up after 5:00PM

« If you need someone to pick up your child that is not listed on your pick up list,
you will need to send in a note in writing, when picking up your child

* Any new/unfamiliar adults picking up your child must bring their ID to show
daycare staff at pickup.

**CHANGES IN TRANSPORTATION MUST BE MADE IN WRITING EVEN IF
IT IS JUST FOR ONE DAY**

Emergency School Closing: Occasionally school is closed due to severe
weather or other unforeseen circumstances. On days when the weather is bad, the
road conditions are checked early each morning. If it is determined that conditions
warrant closing school for the day, announcements are made through the School
Messenger system and local television stations

e Daycare will be closed if school is canceled.
e If school is operating on a 2 hour delay, our



daycare will open at 9:00 a.m.

Emergency evacuation plans and procedures will be posted in the classroom near
entrance doorways.

Dress Code:

e Your child will be very active in the classroom, the gym, and the playground.
There will also be many "hands-on" activities and it is best that your child not
wear their best clothes to school. We will try to avoid accidents but they do
happen.

There are no flip flops or spaghetti straps allowed at school.
Please always wear shorts under dresses and skirts.

e Send in a labeled change of clothes with your student in case these accidents
do occur.

e Send a backpack for daily folders and materials.

Health Policy:

e In the school setting if any possible infections, contagious or transmittable
condition is suspected by the office or school nurse, the parent of the student
will be contacted to come and remove the student from the school
immediately. At this time you will be advised that you should seek medical
attention. The student may not come back into contact with other students
until he/she is cleared by a medical doctor. A medical release is required in
order to return to school.

e Your child may not come to school if they have not been fever free for 24
hours without medication.

e Your child may not come to school if they have had diarrhea or vomiting in the
last 24 hours.

We may send your child home if they have discharge from their eyes or lice.
All children must have a current physical and an up to date immunizations on
file. Please get any updates to the school within 30 days of their expiration.

e If your child needs to have medication on site, please get these to the
school nurse in the office and she will have you fill out a health plan.

Emergency Treatment:

We ask you to fill out a Health form when you register your child. This form gives our
school the authority to have your child receive medical attention he/she may need



while in our care. It will only be used if we cannot reach you at your home or work
place. If an injury is life threatening, emergency treatment will be called.

e The office will keep a copy of immunizations or medical/religious exempt
paperwork.

e In the event of serious bodily injury or death of a student, the State Early Child
Care Division will be notified within 24 hours of the incident.

e In the event of serious illness or death of a provider, parents will be notified by
the school principal by phone or e-mail. A qualified substitute would be found to
cover the duties of the provider.

Change of Address, Telephone, or Custody:

It is very important that we have each student's correct address and phone
number in the office as well as an emergency contact. If any of these change,
please notify us immediately in writing.

e In the event that the legal custody of the child changes, please inform the
school immediately and provide us with the appropriate documentation. For
the child's protection, we must be notified concerning who may or may not
pick up the child from school when custody changes.

Discipline Policy

It is the responsibility of the Luce Daycare to provide a nurturing,
developmentally appropriate environment for students to grow. Responding to
behaviors is part of the learning process.

At Luce we will:

-Respect your child

-Be consistent in enforcing safe spaces where children use safe hands,

feet and words

-Use positive reinforcement and language consistently

-Set up the environment to reduce concerning behaviors

-Help students use their words to solve problems

-Set clear expectations, limits and consequences

-Expect developmentally appropriate behavior for the child’s age

Developmentally Appropriate Behaviors for 3-5 Year Olds:



e Younger Preschooler (3yo): Manage transitions and adapt to changes in
schedules, routines, and situations with adult support. Recognize, navigate,
and respond to their own emotions and interactions with others with adult
support when needed. Manage a range of impulses with adult support.

e Older Preschooler (4-5y0): Manage transitions and adapt to changes in
schedules, routines, and situations independently. Recognize, navigate, and
respond to their own emotions and interactions with others with adult support
when needed. Manage a range of impulses. Begin self discipline. Manage
behavior based on location and corresponding expectations.

(Taken from Indiana Early Learning Standards)
In response to misbehavior, we will:
-Respect your child
-Be consistent in enforcing rules
-Use positive language to explain desired behavior
-Speak calmly while bending down to your child’s eye level
-Give clear choices
-Redirect your child to a new activity

-Move your child to a safe space for no longer than one minute per year of
your child’s age, if necessary

As a parent, you may have some concerns or wish to offer suggestions. Using the
lines below, we may modify the above plan with agreed upon suggestions.

Additional techniques to be used with my child (Parent/Guardian, PLEASE LIST
&/OR DESCRIBE):

If a student exhibits behaviors that are disruptive, dangerous or physically unsafe,
parents will be asked to attend a meeting with the daycare lead teacher and the
principal to discuss a plan of action moving forward.

If behaviors continue or escalate after two weeks of the plan being implemented fully
another meeting will be held to discuss a plan that includes DSP Co-op input or



possible dismissal from the program.

If behavior continues, the student will be dismissed from the program and other
placement options may be offered by the DSP Co-op.

Child Name: Date of Birth:
Parent Signature:
Date:

Daily Schedule

Time Activity
7:00-7:25 Arrival & Free Time
7:25-7:30 Clean Up & Wash Hands
7:30 - 8:00 Breakfast
8:00 - 8:15 Bathroom
8:15-8:35 Outside (weather permitting) or Table Time
8:35- 8:50 Circle Time
8:50 - 9:00 Wash Hands
9:00 - 9:15 Snack Time
9:15-9:30 Bathroom
9:30 - 10:40 Centers

10:40 - 10:55 Clean Up & Bathroom




10:55 - 11:25 Lunch
11:25 - 11:50 Recess
11:50 - 12:00 Bathroom & Prepare for Nap
12:00 - 2:00 Nap Time
2:00 - 2:25 Wake Up & Bathroom
2:25-2:45 Snack Time
2:45 Car Riders Leave
2:45 - 5:00 Afterschool/Daycare

Monthly Themes and Goals for Centers

August Themes:
e School Rules and Routines, “All About Me”, Friends, Manners

Main Focus Skills:

Name Recognition & Writing
Rhyme Recognition

Class Rules and Routines
One-to-One Correspondence
Color Recognition and Sorting

September Themes:
e Community Helpers, Apples, Farm, Fall, Grandparents/Grandfriends

Main Focus Skills:
e Shape recognition and sorting
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Compound Words
Letters A, B, and C
Numbers 1 and 2

October Themes:

Pumpkins, Fire Safety, Spiders, Bats, and Halloween

Main Focus Skills:

Letters D, E, and F

Numbers 3 and 4

Shape Recognition and Matching
Initial Phoneme Isolation
Pumpkin Life Cycle, and Spiders

November Themes:

Elections/Presidents, Turkey, and Thanksgiving

Main Focus Skills:

Opposites, More/Less, Heavy/Light, Measuring
Syllables

Letters G, H, |

Numbers 5, 6

Can Count to 10

December Themes:

Holidays Around the World, Gingerbread, and Christmas

Main Focus Skills:

Patterns- ABAB, ABC, AABB, AAABB
Alliteration

Retell a Story, Sequence of Events
Letters J and K

Numbers 7, 8

Can Countto 15

5 Senses

January Themes:

Snow/lce, Winter, Polar Animals

Main Focus Skills:

Write Last Name
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Letters-L, M, N, O
Numbers 7, 8, 9,10

Count to 20

Final Sound Isolation
Subitizing

Hibernation, Snow and Ice

February Themes:
e Construction, Sweets/Bakery, Dental Health, Valentines, Fairy Tales
Main Focus Skills:
e Positional Words
Letters P, Q, R
Numbers 11 and 12
Can Count to 25
Dental Health

March Themes:
e Spring, Weather, Rainbows, Dr. Seuss
Main Focus Skills:
e Number Relations
Segmenting Words
Letters S, T, U, V
Numbers 13, 14, and 15
Can Count to 30
Weather

April Themes:
e Plants, Butterflies, Birds, and Pond Life
Main Focus Skills:
o letters W, X,Y,Z
Add and Delete Initial Phonemes
Solving Addition and Subtraction problems with quantities under 5
Numbers 16, 17, 18, 19, and 20
Count to 50




e Frog, Butterfly and Plant Life Cycles

May Themes:
e Zoo0, Ocean/Beach, Summer

Main Focus Skills:
e Kindergarten Readiness Skills
Recognize All Letters and Corresponding Sounds
Produce Own Rhymes
Numbers to 20
Count on from 50
Reflect on our favorite Preschool memories!

Toilet Training Policy

Children enrolled in daycare must be toilet trained before attending. Children must be
wearing underwear. A child having accidents weekly would not be considered toilet
trained. Please note that wearing pull ups is NOT considered toilet trained.

Why do children have to be toilet trained before they begin?
e There are strict standards for changing and disposing of wet or soiled
diapers/pull ups and our classrooms are not equipped for this.
e When an adult is busy changing a child’s soiled clothing, it is taking away from
learning time for all students and it removes one adult from the direct supervision
of and interaction with the rest of the class.

We do understand that even toilet trained children will occasionally have accidents. By
definition,“accidents” are unusual incidents and should happen infrequently. In these
instances, the teachers will help children to change their clothes, encouraging
independence as much as possible.
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A toilet trained child is a child who can do the following:

e Communicate to the teachers that he/she needs to go to the restroom before
they need to go
Alert him/herself to stop what he/she is doing, to go and use the bathroom
Pull down his/her clothes and get them back up without assistance
Wipe him/herself after using the toilet (with minimal assistance for 3 year olds)
Get on/off the toilet by him/herself
Wash and dry hands
Postpone going if they must wait for someone who is in the bathroom or if we are
unable to immediately go to the bathroom.
e Wake up during nap time should they need to use the bathroom

We have restroom breaks scheduled into our daily schedule where the entire class will
try to use the restroom and certainly we will ask your child many times throughout the
day if they need to use the bathroom.

A teacher will assist children as needed, but children should be able to complete
toileting activities independently. This is an issue which protects all concerned. It is not
uncommon for a child who is fully toilet trained to have a setback when he/she is in a
new environment. Daycare staff are aware of this and will assist the children when
necessary. Please have your child dressed in clothing that he/she can easily manage
independently. Please send a complete change of clothes appropriate for the season.
These will be left at school in case of accidents, and returned at the end of the school
year. Caregivers will be notified if a child has a toileting accident.

We understand that each child arrives at this milestone differently, therefore we will
allow 4 weeks from the first day of school for your child to demonstrate accomplishment
of this goal. However, if the situation is not manageable within the classroom
environment, we will discuss the issue with the caregiver and reserve the right to
suspend attendance of the child at such time.

A child will not be considered toilet trained for our program if the child continues to
consistently have toileting accidents after the first 4 weeks of school.

After the first 4 weeks of school, the following policies will be in place for children who
have accidents:
e |f one or two accidents occur in one week, the parents will be notified with the
understanding that the issue needs to be addressed and corrected in the
following two weeks.
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e |f more accidents occur in the following week, the parent will be notified with the
understanding that if the issue is not corrected by the end of the second week the
child will be asked to leave the daycare program for a minimum of one week or
until fully potty trained.

e If multiple accidents occur in one day, the parent will be notified on that day; and
if not corrected by day three, the child will be asked to leave the daycare program
for a minimum of one week or until fully potty trained.

e Upon return if the child is continuing to have accidents daily/weekly a meeting will
be held between the caregivers, lead daycare teacher and principal to discuss
the child's eligibility to continue our program.

Please note that this policy is not in place to shame or punish a child or inconvenience
primary caregivers. Rather, cleaning accidents in the school setting is time consuming,
and this time that teachers spend attending to and cleaning accidents is time that they
are not spending interacting with children and facilitating the curriculum in a safe
manner. This policy is intended to ensure the safety and happiness of all children and
staff at Luce Elementary Daycare.

Thank you for your cooperation and understanding.

Toilet Training Policy Acknowledgement Form

Please sign and date below indicating that you have received, reviewed and agree to
the Luce Elementary Daycare Toilet Training Policy:

l, , parent/guardian
of have received, reviewed and agree to
the Luce Elementary Daycare Toilet Training Policy.

Parent Signature:

Date: / /
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Daycare Handbook Acknowledgement Form

| have received a copy of the South Spencer School Corporation Daycare Handbook. |
understand that it provides guidelines and summary information about our daycare
policies and procedures at Luce Elementary School. | also understand it is my
responsibility to read, understand, and become more familiar with the guidelines
established by the daycare program.

[, parent/guardian

of have read the South Spencer

School Corporation Daycare Handbook and understand all the policies and

procedures detailed in it.

Parent Signature:
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Date:

/
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