Family Handbook and Policy Manual
2017/2018

Table of Contents:
Program Philosophy and Approach
Pages 2-6
● MISSION & VISION/ SOCIAL JUSTICE BRANCHES  2-4
● CURRICULUM & ANTI-BIAS EDUCATION
 5-6
Child Policies
● COMPLETED PAPERWORK
 7
● REQUIRED ITEMS
● FOOD AND SNACK
8
● SAMPLE DAILY RHYTHM
● NAPS
● APPROPRIATE DEVELOPMENT AND SCREENINGS 9
● WEATHER SAFETY
 10
● RELEASING YOUR CHILD
● POSITIVE DISCIPLINE
 10-11
● TOILET LEARNING
 11
● ILLNESS
 11-14
● MEDICATION & INJURIES
14
● OTHER EMERGENCIES
 14-15
Financial Policies
● TUITION AND FEES
 15-18
● EARLY/LATE CHARGES
 19
● FINANCIAL ASSISTANCE
 20
● DAYS PLAYSCHOOL WILL BE CLOSED
● VACATION POLICY
 21
● TERMINATION OF CARE
21-22
Staffing Practices
● TEACHING STAFF
22
● SUPPORT STAFF
 23
● FAMILY COMMUNICATION/ INVOLVEMENT
 23-24
Contract Agreement
25

Updated February 2017
1

Program Philosophy & Approach
Apple Playschools is a non-profit organization comprised of two specialty playschool programs: Green
Apple Garden Playschool and Manzanitas Spanish Immersion Playschool. The programs share core
beliefs in early education, as well as the more practical aspects of administration, policies, and substitute
teachers. Below you will find the mission and vision of Apple Playschools and the separate mission and
vision of each playschool.

We believe in welcoming people of all cultures, traditions, genders, races, ethnic origin, abilities, age,
nationality, national origin, sexual orientation, religion or belief, marital status and economic status. This
is a cornerstone of our educational program, and our community.
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CURRICULUM & ANTI-BIAS EDUCATION
Apple Playschools deeply values the importance of PLAY. Green Apple Garden Playschool and
Manzanitas Spanish Immersion Playschool use a play-based, evidence-based curriculum inspired by the
Reggio Emilia approach, which includes elements such as long-term child-led projects and community
collaboration. The word “curriculum” in the early education setting implies more of a road map for
teachers than a rigid planning of objectives. Our curriculum includes classroom play centers, a
balanced daily routine, anecdotal child observations and strength-based assessments.
Each program interprets this “skeleton” curriculum with different approaches and couples with emergent
interests of the children and class group. For more in-depth information on our curriculum approaches
please refer to the Guardian Education Pages on the website  www.appleplayschools.org.
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●
●
●
●
●
●
●

Celebrating Holidays
At Apple Playschools we love to celebrate the major milestones in each child’s life, and mark the changes in
seasons joyfully! Families are always welcome to share cultural traditions that are special to them through
stories and songs, special meals, or field trips. As anti-bias organization, we celebrate holidays rooted in
nature and connected to our Social Justice Branches. Children, families and teachers look forward to these
annual events:
Summer Potlucks
Apple Festival
Dia de los Muertos
Full Moon Feast
Light Festival
Dia de la Familia
Preschool and Kindergarten Graduations

Child Policies
REQUIRED ITEMS
Completed Paperwork
Paperwork should be turned in at least ONE WEEK BEFORE your child’s first day. The Health Appraisal form
must be signed by your child’s physician. Please give your paperwork to the program director. It will be
delivered to our Central Office Manager and our office manager will email you to confirm completion, or with a
list of missing items. You will need to have ALL missing paper items turned in by your child’s first day. If any
paperwork is still missing by OCTOBER 15th
 (or within 30 days of your child’s first day if he/she starts after
September) your child will not be allowed to attend and/or you may incur a late fee until the paperwork
arrives.
Completed paperwork is vitally important to meet our licensing requirements. In our annual licensing
inspection we may be cited for incomplete child files which could have a negative effect on our program.
Please bring these items each day child attends in a small backpack:
●
●
●

●

●

Slippers or indoor shoes to stay at school (optional)
3 full changes of clothing. This includes shirt, pants, underwear and socks.
Appropriate outerwear; we will be exploring the outside, rain, snow or shine! We
encourage you to bring a set of waterproof mittens/gloves and hat that can be
left at the center for your child’s use.
If your child is joining us for the afternoons, please send a pillowcase filled with a
twin sheet and warm blanket at least 3’x5.’ Children will sleep on individual
mats or in cribs (infants). If your child also has a lovey, they may bring it. This
will be for our nap and quiet time. This pouch should be brought home each
week for laundering.
If your child is still in diapers, please send diapers and wipes, wet bag, etc.

You may leave these items on your child’s hook or cubby, but please be sure to check often in case
supplies have been depleted.

Please label, label, label everything you bring! If your child’s items are not labeled, our teachers may
use a permanent marker to label them as needed.
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Snacks and Lunches
●

●

●

●

●

Apple Playschools provides morning and afternoon snacks each day. Snacks are local and organic as
much as possible, and are seasonal, nutrient-rich and wholesome. We will accommodate special diets
and food allergies as needed – both programs are Allergy Aware and no nuts or tree nuts are
permitted in the buildings.
Lunches are provided by families. We are an allergy aware
program. No nut or tree nut products are allowed on the
premises. If a nut product is found in a child’s lunch, it will be
placed outside the building and guardians will be called to
provide a suitable substitute food. This applies to nut milks as
well. We have children in our programs with serious nut
allergies. Thank you in advance for helping us protect their
health and safety.
We have limited refrigerator space so all lunches must be safe
to stay in a lunchbox/cooler. There is fridge space for milk.
We are unable to heat lunches.
We provide a morning snack and afternoon snack. If your child is enrolled for a full day or half -day
morning, families must send a lunch from home. Food is sourced as seasonally and organically as
possible.
Monthly menus will be available on our bulletin board; if there is something that a child should not
eat that is on the menu, written notice must be sent via email to
greenapplegarden@appleplayschools.org or manzanitas@appleplayschools.org and a substitute
should be sent with the child that day.

TOYS FROM HOME
Please do not bring toys from home. It is very challenging for teachers to keep track of these items and it often
creates conflict in the classroom.
A lovey is allowed as long as it is one regular item (for example a special blanket or stuffed animal). A
lovey implies that the child is emotionally soothed at home and school by this object. As a child
transitions into this program, the lovey will likely be needed less and less for comforting. After the
transition period this item will be stored in a backpack and taken out during rest or quiet time.
DAILY RHYTHM
Each class group follows a daily rhythm inspired by research based best practices, as well as the needs of
the children in the group, and changes in the seasons. The daily routine varies slightly between class
groups, but all daily routines are flexible, predictable and balance loud/quiet, indoor/outdoor,
child-led/teacher-led, and structured/free play.
Please visit your program’s website or your classroom bulletin board for your child’s specific routine.
NAPS
Naps occur after lunchtime. Napping children sleep on an individual mat while quiet music plays. Children
who have outgrown napping will rest in a darkened room, on an individual mat, for at least 30 minutes. The
duration of rest time ranges from 1.5 to 2 hours typically. Children who are awake may choose to read or play
quietly until all friends are awake.
SAYING GOODBYE
It is our policy that families will say goodbye to their children before leaving, and not leave without the child’s
knowledge.
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Appropriate Development and Screenings
All children in the program are regularly observed for appropriate development and interactions. Teachers
regularly take anecdotal, objective notes about children for use in planning lessons. These notes and other
documents are kept confidential.
Through these observations, children are unobtrusively evaluated for signs of developmental progress using
strength-based assessment tools. We use the objectives and assessment set forth by our curriculum as a
guideline.
Our teaching staff is qualified and trained in administering these assessments. In addition, parents may be
asked to participate in assessing developmental indicators at home by filling out a simple survey called the ASQ
(Ages and Stages Questionnaire).
In the event a child is outside of the range of development appropriate for his/her developmental stage,
parents will be notified in writing by the child's teacher and a written action plan will be made by the teacher
and approved by the director and parents.
Typical developmental delays may include; speech, gross motor, and social/emotional regulation.
Apple Playschools believes in early intervention and will work actively to create an accommodation plan to
support all the individual learning needs in our program. We also believe strongly in supporting our teaching
staff when accommodations need to be made.
Apple Playschools partners with the Washtenaw Intermediate School District in accessing resources for young
children who may need accommodations in our program.
Once an Apple Playschools teacher makes an action plan for a child, the teacher will also reach out to the WISD
for an Early Childhood Specialist to make a visit to the school. With parental consent, the specialist may
evaluate the child in his/her school environment and make a recommendation for how to best meet the child's
needs.
In the event parent consent for a specialist recommendation is refused, Apple Playschools will give a 4 week
accommodation period for the child. If the child's needs cannot be met based on the reasonable
accommodations made in the action plan by the teacher, care may be terminated.
In a group care setting, it is important that teachers be able to meet the needs of ALL the children in the
classroom. Often times it is not possible to meet the needs of one child in particular, which takes away the
ability to appropriately care for all the children in the classroom.
In the event your child has a suspected developmental delay or special need, the timeline may look like this:
●
●
●
●
●
●

Transition phase to program, regular observations (6 weeks)
Teacher communicates to parent concerning issue
Strength-based assessment and Family ASQ is completed, Parents submit WISD consent (1 week)
Teacher created Action Plan for Accommodation for child, receives parental and director approval, and
implements in the classroom
WISD request is submitted
Accommodations are made for 4 weeks, or until the WISD Specialist observes and makes a new
recommendation

With WISD:
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●
●

Action plan changes as per recommendation of specialist and child's needs are met in group care
WISD specialist recommends that child's needs be met in a different type of care

With Parental Refusal:
●
●

Action plan is successful, and child's needs are met with accommodations, Plan is revisited every 3 months
or as needed.
Action plan and accommodations are not successful and child's needs cannot be met by group care program.

Apple Playschools follows the Americans with Disabilities Act and will not discriminate based upon disability. We
reserve the right to exclude a child from care should they pose a danger to themselves or others.
EXTREME WEATHER SAFETY
Cold
To ensure the safety of all children in our care, it is our policy to remain indoors when
temperatures are at 10 degrees or below, including wind-chill. If the temperature is
above 10 degrees, children must be dressed in ALL of the following: socks, boots, snow
pants, coat, hat, mittens. Please have your child dressed for the weather upon arrival.
We will attempt to provide your child with supplementary clothing if necessary. Because
our programs are very small, it is not possible for the teachers to remain indoors with
children who are missing adequate outerwear. You may be called to pick up your child if
your child is unable to participate in the planned daily activities due lack of adequate
outerwear.
Hot
In extremely high temperatures (90 and up), children will go outdoors for short bursts with water play (usually
20 minutes and a sprinkler.) They will have a water bottle/sippy cup with them at all times and be encouraged
to drink. Both programs are equipped with air conditioning if needed.
Rain/Storm
At Apple Playschools children will play outdoors in the rain unless there is thunder and lightning. The staff will
check weather.com radar for storm conditions. Please provide your child with proper rain gear for a rainy day
as they will most likely go outside.
RELEASING YOUR CHILD
If someone other than the guardian is to pick the child up, please notify us ahead of time. Emergency contacts
are assumed to be authorized to pick up your child. To release your child to someone who is not listed on your
emergency contact card, teachers must have written permission. Teachers will check for a valid photo ID if they
do not know the designated alternate person.
DISCIPLINE POLICY AND ADULT-CHILD COMMUNICATION GUIDELINES
Positive Discipline Techniques
At Apple Playschools we use positive guidance techniques, to assist children
and adults in peaceful conflict resolution. Mindful, respectful language is
used always, and we recognize the importance of positive encouragement as
an alternative to praise.
Toddlers are redirected into safe and appropriate choices. At this stage we
begin to lay the foundation for children to use words to express their
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emotions. Preschoolers and kindergarteners are further integrated into problem solving approach, and work
together to reach resolutions.
At no time will a child be subjected to punishment including physical punishment or shaming, frightening or
humiliating methods, or any type of verbal abuse, threats, derogatory remarks, or deprivation of food.
Punishments, including time-outs, are not used for discipline at Apple Playschools. A child who seems
overwhelmed or overstimulated may be offered the chance for ‘quiet time’; space and time to cool down (as
well as a phone call home and the possibility of being sent home) will be provided to a child who becomes a
safety hazard to him/herself or others.
Apple Playschools is a mandated abuse reporter and if any employee suspects that there is an abusive situation
we are required by law to report it. We document all things that are out of the ordinary, either in our
playschools or out.
TOILET LEARNING
Apple Playschools works with families and children for appropriate potty-learning time. We make the potty
available to those interested but do not pressure for use. Cloth diapers are welcomed. Communication will be
open daily or weekly about a child’s potty progress between guardians and teachers. Due to licensing
constraints, we are unable to accommodate individual potty chairs.
HEALTH CARE POLICIES
Hand washing: All children and staff must wash hands after diapering or any toilet use. Hands will also be
washed immediately before eating. Liquid soap is used. Hands are dried with single use cloth towels.
Procedure for Handling Bodily Fluids: Staff will use universal precautions to guard against spread of infection or
communicable disease when coming in contact with bodily fluids of others. Staff will wear disposable gloves
and dispose of potentially contaminated items in a sealed plastic bag.
Cleaning and Sanitizing of Equipment: Toys are thoroughly cleaned and sanitized regularly. We use a sanitizing
solution of one teaspoon chlorine bleach to one gallon of water and allow this solution to air-dry for maximum
sanitation.
Community resources for health care for our families include:
Washtenaw County 211: 24 hour service help line
Doulas Care: Providing birth and postpartum support to lower income women and their families
University Counseling Center for Families: Private and Public Insurance, sliding scale mental health services for
individuals, children and families
Center for the Education of Women: educational support, scholarships, counseling, work transition, and
business seminars
Women’s Center of Southeastern Michigan  : Divorce support, financial seminars, and counseling
Planned Parenthood: gynecological and medical services; sliding scale, public and private insurance
COMMITMENT TO NON-TOXIC CHILDHOOD
Our Program avoids the use of toxic chemicals in daily operations. We ask our staff to avoid the use of synthetic
fragrances including lotions, body products, and soaps.
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Organic Lawn, Garden, and Home Maintenance
Apple Playschools strives to use only organic and non-toxic methods of maintenance and care of our grounds and
facilities. We use our collective community knowledge to take preventative measures and avoid toxic chemical usage.
In the event that there is an urgent health/safety issue that requires the use of a chemical pesticide, families will be
contacted in writing; both by email and a posting on your child’s classroom door. An example of an urgent
health/safety concern would be a wasp’s nest in the play area. This written notice will contain information about the
pesticide, including the target pest or purpose, approximate location, date of application, contact information at the
center, and a toll-free number for a national pesticide information center recognized by the Michigan Department of
Agriculture, and the contact information of the company providing services. The Materials Data Safety Sheet may
also be included if available.
Our program will do our very best to have any application done outside of operating hours, and excluding children
from use of the area for more than the recommended time. The Michigan Bureau of Children and Adult licensing
stipulates, “Liquid spray or aerosol insecticide applications may not be performed in a room of a center unless the
room will be unoccupied by children for not less than 4 hours or longer if required by the pesticide label use
directions. “ R 400.8380 rule 9 (d)
NOTICE OF LICENSING NOTEBOOK
A Licensing Notebook with all correspondence, special reports and any other pertinent licensing information
from the State of Michigan is available to families at all times next. Families are also encouraged to review our
public database listing.

ILLNESS
State of Michigan requires that we exclude children for a variety of behavioral changes indicating illness; Please
see the chart below for clarification of symptoms or illnesses and return to care guidelines.
Children may not return to care until they have been symptom free and off of medications for over 24 hours.
You must notify the center if your child has come down with a communicable disease, as some have
mandatory reporting procedures.
Communicable Diseases you are required to report to the center include but are not limited to:
● Chicken Pox
● Fifth's Disease
● Hand, Foot, and Mouth
● Head Lice
● Hepatitis A
● Influenza
● Measles
● Meningitis
● Mumps
● Pertussis
● Rotavirus
● Rubella
● SARS
● Strep throat
● West Nile Disease
If your child is diagnosed with any of the above diseases, please email or call to let us know. We will post
a notice for all families that describes symptoms of the disease. Identity of the child will ALWAYS remain
anonymous.
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Child Illness/Return to Care Chart
The following policies were written with the health of everyone in mind. Specific illness information was provided by
the Washtenaw County Health Department.
The following is a list of specific communicable diseases or illness symptoms that exclude a child from
attending school.
Disease/Illness Symptoms

When Child May Return

Fever 100 degrees or above

Fever free for 24 hours without a fever
reducing medication
After all skin lesions have dried

Chicken Pox
Common Cold

The immune system of a preschool child is not
fully developed; therefore, he/she may contract
a common cold quite frequently. A child who has a
simple cold may attend school if he/she feels well
enough to participate in all daily activities
including outdoor play. However, if there is
excessive nasal discharge or a severe cough, it is
recommended the child stay at home.

Croup

Hand, Foot and Mouth

After free of viral infection and child is no
longer having difficulty breathing
When stools are formed and symptom free for
24 hours
When lesions heal and drooling ceases

Hepatitis A

With physician’s clearance

Impetigo

Lice

With physician clearance, after medication for
24 hours and infected parts covered
With physician’s clearance or fever free
without
After treatment with a medicated shampoo.

Measles or German Measles

Not earlier than 4 days after onset of rash

Meningitis

With physician’s clearance

Mumps

After swelling is gone (~ 9 days)

Pink Eye or Conjunctivitis (Purulent (pink or red) conjunctiva
(white of eyes) with white or yellow mucus or diagnosed
Bacterial conjunctivitis, until treated)

When eyes are mucus free or on medication for
24 hours

Ringworm or Pinworms

After 24 hours of physician prescribed
treatment and kept covered
After rash clears

Diarrhea (giardia, salmonella, shingella, viral)

Influenza

Roseola
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Scabies
Strep Throat

After 24 hours of physician prescribed
treatment
After 24 hours of antibiotic treatment

Unidentified or Spreading Rash

Rash has cleared or w/ non contagious diagnosis
from physician (ex: eczema)

Vomiting

24 hours symptom free

Apple Playschools may elect to send a child home if their behavior becomes such that it impedes the
ability of the staff to take care of the children and continue on with the normal routines of the program.
Guardians who are called to pick up their child should arrive no later than 1 hour after notification of
illness. If the guardian anticipates not being able to leave work without severe inconvenience, it is the
responsibility of the guardian to make sure an alternate from the pick-up list can come within the hour.
Families who do not pick up their child within the hour will be charged the late fee described in our
financial policies.
There is no tuition reduction, make up days or swap days for absences due to illness.
MEDICATION/REMEDIES
If your child is on medication and it needs to be administered while he or she is at playschool, the
medicine must be in the original container and labeled with the child's name, doctor's name, name of
medication, dosage, and when to be taken. Guardians MUST complete a Medication form giving
permission to administer the medication to your child. Medication will be administered at the time, or
with the meal, you specify and a written record will be kept. Herbal and homeopathic remedies, as well
as other alternative modalities are welcomed and encouraged. Alternative remedies also require a
permission form.
INJURIES AND OTHER EMERGENCIES
Minor cuts and abrasions suffered while at playschool will receive proper care -- specifically, they will be
washed with warm, soapy water and bandaged. If guardians sign alternative remedies permission form,
herbal and/or homeopathic remedies, essential oils, flower remedies, or other natural healing method
may be used. Treatment will be logged and guardians will receive an injury report.
If the injury is more serious, the guardian will be notified so the child can be transported to the hospital
or doctor’s office. (I.e. needs stitches, broken arm, or dislocation, etc.) All costs associated with injuries to
the child will be the responsibility of the guardian. In case of a medical emergency, guardians will be
contacted immediately. If guardian is not reached, emergency contacts listed on emergency card will be
contacted. If emergency contacts cannot be reached, a staff member will transport your child to his/her
doctor or to the hospital, if necessary. If immediate intervention is required, appropriate action will be
taken, including calling 911 and having your child transported to the nearest Hospital. Guardians are
responsible for the cost of medical help or treatment due to accidents or illness while in playschool.
Apple Playschools is required to log any injuries we observe on your child which have occurred outside of
our care, and we are required by law to report any possible abuse situations.
EMERGENCY CLOSURES
Power Loss
In the event that the school should lose power, we will remain open as long as the indoor temperature
stays above 65 degrees and below 85 degrees Fahrenheit. This is the temperature designated by
Michigan’s Child Care Licensing. If loss of power should occur, we would notify you by email upon
restoration of electrical service. If power was to remain off and the indoor temperature was to go below
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65 or above 85 degrees we would notify you by telephone to arrange pick up for your child.
Loss of Water
In the event of complete loss of water service, we will contact you to pick up your child immediately.
Weather Related Closure
In the event that Ann Arbor Public School District should close for poor road conditions, the center will
also
be
closed.
You
can
find
this
information
on
the
district
website,
http://www.aaps.k12.mi.us/aaps/home, and by calling the Snow Day Hotline at 734-994-8684. This news
should also be available on local television stations and on WAAM radio (AM1600). In the event that we
are closed or delayed for poor road conditions, families will be notified via email by 6:30 a.m.
In the event Ann Arbor Public Schools are already closed for a pre-planned break, we will make our
determination based on the county-wide school closures. If 50% or more of Washtenaw County schools
are closed due to poor road conditions, we will also be closed.
Evacuation
In the event that we need to evacuate the premises, we have designated an off-site meeting location.
Green Apple Garden Lower families will meet at Abbott Elementary School on Sequoia Parkway. Green
Apple Garden Upper families will meet at the New Hope Baptist Church on Chapin Street. Manzanitas
families will meet

Financial Policies
TUITION AND FINANCIAL POLICY
Tuition is billed monthly and is based upon the schedule each family chooses. Please see the tuition
chart below for more detailed information.
Contracts
Contracts are in place to help the program maintain predictability and consistency. Families may
choose one of the following contract options?
●
●
●
●

12 month: September 5, 2017 - August 24, 2018 (this contract option gets a 4% discount off of the
tuition chart)
Public School: September 5, 2017 - June 15, 2018
University: September 5, 2017 - April 27, 2018
Month to Month: (this contract option is charged an additional 4%)

In order to hold your spot, you will need to pay $100 registration fee and one half month’s tuition.
These fees are both non-refundable. Your half-month’s tuition will be applied toward your first month.
The $100 registration fee includes a subscription to our online documentation tool.
We also require an early termination deposit to be paid in full by your child’s first day. This deposit will
be returned on the last day of your child’s contract term; or you may choose to carry this deposit over to
a new contract term. Please see “Early Termination Deposit” below for fee structure.
Families planning on short-term enrollment may choose a month-to-month contract. There is a 10%
premium for month-to-month service. For example, if you would pay $320 per month at the contract
rate, your month - to-month tuition would be $352. There is no early termination deposit for
month-to-month families.
Families who are unsure about a full commitment should choose a month-to-month option, and can later
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update to another contract term.
Contracts for summer schedules as well as the upcoming fall are due by March 15th
 , and must include
payment of the annual $100 registration fee. Contracts and schedules submitted after these dates are
subject to a $150 late submission fee. Summer and fall enrollment opens to the public on March 16, so
late contracts are also subject to availability and families risk losing the child’s spot in the event another
newly enrolled family has paperwork turned in on March 16.
Scheduling and Sessions
●
●
●
●

Early Drop-off Care: 7:30 am to 8:30 am
Morning session: 8:30 am to 12:30 pm
Extended Day: 8:30 am to 3:30 pm
Full Day: 8:30 am to 5:30 pm

Tuition Chart (Monthly Rate)
Tuition includes all snacks. Lunch is provided by families. $100 annual registration
fee is required for all families.
Infant
6 to 12 months

Morning Session
8:30-12:30
Extended Day
8:30-3:30
Full Day
8:30-5:30

2 Days

3 Days

4 Days

5 Days

$635

$810

$1008

$1185

$742

$969

$1187

$1402

$836

$1092

$1364

$1499

2 Days

3 Days

4 Days

5 Days

$530

$704

$904

$1081

$637

$865

$1052

$1298

$732

$989

$1260

$1395

2 Days

3 Days

4 Days

5 Days

Toddler
12 months until moved to preschool group

Morning Session
8:30-12:30
Extended Day
8:30-3:30
Full Day
8:30-5:30

Preschool
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Morning Session
8:30-12:30
Extended Day
8:30-3:30
Full Day
8:30-5:30

$360

$472

$630

$787

$540

$675

$899

$1125

$631

$810

$1011

$1250

Young 5s/ Kindergarten
Full Day + After Care
8:30am-5:30pm
$1000

Full Day
8:30am-3:30pm
$800

Half Day
8:30am-12:30pm
$600

Drop-in care (attendance on days or times the child is not usually scheduled):
Toddler
Preschool
School Aged **

Hourly

Half Day

Extended Day

Full Day

$12/hour
$10/ hour
$10/hour

$50
$40
$40

$60
$50
$50

$70
$60
$60

Early drop-off care (from 7:30-8:30) is free to full time families. Part time families are charged $8 per day
for the service.
*Prices and hours are subject to change; typically tuition increases annually 1% to 4%.

Registration Fee
$100 non-refundable registration fee is required annually. With payment of your registration fee your family
will receive one children’s Green Apple Garden or Manzanitas T-Shirt, and a canvas bag, as well as registration
in Tadpoles, our digital family communication and assessment tool. Please make checks payable to Green
Apple Garden Playschool or Manzanitas Playschool.
Early Termination Deposit
The Early Termination Deposit will be refunded in full at the end of the contract term, less the outstanding
balances on the client’s account. (i.e. Drop-in fees, late pickup fees, etc…)
The amount of the early termination deposit is based on your child’s/children’s weekly schedule.
1-2 days per week
3-4 days per week
5 days per week

$200
$400
$600

For families with siblings attending 3-5 days per week, the second child’s early termination deposit will be 50%.
This deposit will be returned on the last day of your child’s contract term, or you may choose to carry this deposit
over to a new contract term.
Preferred Scheduling
There is a two-morning session per week minimum for registered children.

The Spanish program strongly
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recommends a three-morning minimum for the purposes of immersion and language acquisition.
Each child is allowed to register for their own individually tailored schedule with a combination of any of these
sessions; however their schedule must be consistent week-to-week. For example, you can register for MW
early drop off, MW half day preschool session and Friday Full day preschool, but this schedule will remain the
same week-to-week until a schedule change1 or withdrawal notice2 is received and confirmed by the Program
Director.
Children who had not yet attended their Kindergarten year are considered preschool aged children.
Children who attend our preschool classroom are considered preschoolers. Those who have turned three, but
not have moved into the preschool room are still considered toddlers. Your Program Director will be able to
give you specific details about your program’s “graduation” process based on the developmental readiness of
the children.
Summer Care
Please refer to our website for updated Summer Care options.
Tuition Reductions
For all programs, there is no reduction in tuition for absences, sick days, holidays3 , inclement weather, or
emergency closures. Please see our section on ‘Vacation Policies’ for information on vacation.
Registration and Enrollment
A $100 non-refundable registration fee must be submitted with your registration form and paperwork to begin
the enrollment process. In order to hold your spot, we must receive one half month’s tuition (non-refundable)
which will applied toward your first month. With payment of your registration fee your child will receive a
subscription to our online documentation tool. Please make checks payable to Green Apple Garden Playschool
or Manzanitas Playschool.
We also require an “early termination deposit”, (see fee structure section above) which refunded after the
contract term ends. All registrations are dependent upon space in the desired programs. You can find all
associated forms on our website at  www.appleplayschools.org.
Online Documentation Fee
Apple Playschools uses an online documentation tool, which provides each child with a secure documentation
record including, anecdotal observations, photos, and milestones recorded. There is also an option for a
strengths- based assessment. Teachers, and administrators are able to log in at any time to see the child’s
progress, and families receive daily reports as well as bi-annual portfolios of their child’s progress.
Billing Cycle
Tuition amounts are billed and emailed monthly on the business day closest to the 15th of the month to the
email address designated on your child's registration form. Tuition for the coming month is due on or before
the 25th of the month. (For example: Your October invoice is emailed on September 15. It is due on
September 25th
 .)
Payments
Payment may be made by auto draft, through Intuit Payment Network (linked to your email invoice), cash, or
by personal check. Payments should be made payable to: Green Apple Garden OR Manzanitas.
Any
alternative
payment
arrangements
must
be
requested
via
email
to
greenapplegarden@appleplayschools.org or manzanitas@appleplayschools.org and must be approved by the
Program Director. Any tuition due dates established in this manner will be subject to late fee, termination of
care, and collections policies.
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If a check is returned the director will notify you via email and will ask for payment in cash. After the second
returned check, Apple Playschools will accept only cash. There will be a $25.00 returned check charge in
addition to any other fees.
Late Fees and Insufficient/Lack of Funds
Tuition Payment
If payment is not made in full for the outstanding balance of the account by the established due date, there will
be a $30 late fee assessed to the account. Any families who have not paid for tuition for a current session of
care may be asked to pay the outstanding balance before being able to return to care. Apple Playschools
reserves the right to terminate care via written communication to a family's designated email due to multiple
late or insufficient payments or lack of payments for current sessions.
Late fees will continue to accrue and your account may be turned over to a collections agency/small claims
court, if payment is not received within 30 days. Client is liable for any fees this form of collection will incur.
Drop in Care and Flexible Scheduling
Apple Playschools allows for flexible scheduling through the use of our Drop-In Care Program, although all
drop-ins must be pre-approved by administration. Approval of these sessions is subject to availability. Once
approval is sent to the family via email, they are financially responsible to pay even if their child does not
end up attending. If no written request is received, the family is subject to late pick-up rates. Directors, and not
teachers, may provide approval for drop-ins.
Any child who is dropping in for a session that occurs before or after their regular scheduled session will pay an
hourly rate of $12/hour for toddlers $10/hour for preschool (all time is rounded up to the nearest hour).
Early Drop-Off
Children are expected to arrive on time for their scheduled session, but no earlier, as we staff according to the
children’s schedules and an early drop-off can leave our teachers over-ratio or unprepared. All attempts will be
made to remind guardians of this policy, and doors may be closed if the session has not yet begun. Children
who are signed up to start at 8:30 may arrive between 8:30 and 8:45 without additional charges or denial of
care. If a child is dropped-off earlier than their allotted time, there will be a fee assessed for hourly drop-in care
reflecting the time they arrived and the time their scheduled session began. All time is rounded up to the next
hour in terms of hourly drop-in rates. Children may not be left with a teacher before the start of the day; if
teachers arrive earlier than the center is scheduled to open it is specifically to prepare the environment.
Late Pick-Up
If a child is picked up more than 5 minutes later than the end of his/her session, there will be a charge applied
to their account of $1 per every minute late. The amount of time will be determined by when the child leaves
the building, according to a digital time mechanism. You may be asked to sign a form indicating this charge; the
late pick-up form is not necessary for the charge to be applied as there are times our teachers must focus on
other things. Payment for late pick up is due at the beginning of the child’s next session.
Financial Assistance
Department of Human Services and Child Care Network reimbursement is accepted. Alternate resources
include Child Care Network scholarships and Women’s Caring Program. Families who are denied by DHS may
complete a Scholarship and Sliding Scale Application Form (Guardian Apple Pages) and return with all
supporting documentation. This application will be reviewed by the administrative team and determination
will be made within 30 days.
Discounts
Apple Playschools offers a 10% sibling discount for families enrolled in either the childcare and preschool
program, or school aged care. Sibling discounts do not apply to school-agers with siblings regularly enrolled in
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the program. The 10% will be taken off of the child with the least expensive monthly tuition. Discounts may not
be combined. Families are welcome to apply for our income-based scholarship program, as needed.
Family Tours
In order to limit the disruption that tours and visits can cause in the classroom, tours are limited to one half
hour tour, and one half hour visit which must be scheduled with the director and approved via email in
advance. If a guardian chooses to enroll after their visit, they may complete the registration process and may
visit for up to three visits of 1 hour each before their start (this requires payment of registration fee and ½
month’s tuition before the first visit). These visits must be scheduled in writing with notice via email and are
subject to director approval.
Days Apple Playschools are CLOSED:
In addition to the Holidays listed below, Apple Playschools is closed the following weeks:
●
●
●

Winter Break 2017: December 22 - January 1
Spring Break 2018: Ann Arbor Public School Spring Break
Fall Break 2018: August 27-September 3

CLOSURES 2017/2018
Full Day Closures

Closure at 12:30
Development
Labor Day
Thanksgiving
Thanksgiving Friday
Christmas Eve
Christmas Day
New Year’s Eve
New Year’s Day
Martin Luther King Jr. Day
Memorial Day
Independence Day

for

Professional

October 6
November 3
March 9
May 11
June 29

There is no tuition reduction for the occurrence of federal holidays as they have already been configured in our
rates.
Please find alternate care of these days.
Vacation Policy
Only 12-month contract families are eligible for a one-week vacation credit. Preschool and toddler tuition is
eligible for one week of tuition credit reflective of their particular weekly schedule at the time. This vacation
credit will only be applied if notice is sent in writing to greenapplegarden@appleplayschools.org or
manzanitas@appleplayschools.org at least 3 weeks in advance of the start of the vacation.
Please notify the center of any absences and vacations. If your child is not here within 20 minutes of their
scheduled time, and no notice has been received of their absence, the center may assume they will be absent
and may make changes to the day which could result in an inability to accept the child should they show up.
Schedule Changes
Families are able to make changes to their schedule by submitting a written request in writing to
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greenapplegarden@appleplayschools.org or manzanitas@appleplayschools.org; Schedule changes are subject
to available space and require director’s approval. Schedule changes resulting in a reduction of more than $200
of monthly tuition are subject to a schedule change fee of $200. Schedule changes resulting in a reduction of
less than $200 of monthly tuition will be subject to a $50 change fee. Schedule changes resulting in increased
tuition will not be charged a change fee.
Termination of Care and Early Termination Deposit
If for any reason you decide to stop bringing your child to the program, written notification is required by the 15th
 of
the month for the following month. If written notification is not received by 15th
 of the previous month, tuition for
that month will still be due by the 25th. For example, if a family decides to terminate care, with the child’s last date
of care being November 1, written notification must be received by October 15. If notification is received after
October 15th, tuition for the following month will be due by the 25th. Any outstanding fees must be paid on or before
the child's last day. Tuition cannot be prorated.
Contract families who choose to terminate care prior to the end of their contract will forfeit their early
termination deposit, and any pre-paid monthly tuition will not be prorated in the event of an early withdrawal.
Month-to-month families may withdraw at any point with two week written notice. However, the monthly fee
will not be prorated if the child’s last date is before the paid month expires. (For example if you give written
notice of withdrawal on October 1, your child’s last day will be October 15. However, you have already paid
through Oct 31 and will not be refunded a prorated tuition.)
If it becomes necessary to resort to legal action to collect fees, the guardian(s) will be responsible for legal fees
incurred on behalf of Apple Playschools.
If it is determined that we can no longer provide care for your child, two weeks’ written notice will be given to
the family, if possible, via email. There are rare circumstances when immediate termination could be
warranted for failure to follow policy or for extreme behavior, which inhibits our teachers’ ability to supervise
and provide excellent care for the other children. Please note that it is important for the management of the
center for policies to be followed. Failure to follow policies results in undue stress on our teachers and can
inhibit our ability to be the best we can be for the children in our care.
Examples of why a child may be terminated with or without notice include (but may not be limited
to):
**Failure to complete required forms.
**Lack of family cooperation.
**Failure of child to adjust to the center after a reasonable amount of time.
**Our inability to meet the child's needs without additional staff
**Lack of payment
**Lack of respect for the provider or other children, by the guardian or child
** Violence upon any person
In the event a child is asked to leave the program, the early termination fee will be returned to the family.
Refund
Refunds may be issued, however a refund check fee of $25 will be applied. We highly encourage guardians either pay
their exact amount due, or keep any credit on their account for future use. Refund requests must be communicated
via email to greenapplegarden@appleplayschools.org or manzanitas@appleplayschools.org, with an address to which
they wish it to be sent. Please allow 2 weeks processing time for refunds to arrive at the address you provided.

Updated February 2017
21

Staffing Practices
TEACHING STAFF
Apple Playschools is committed to
providing nurturing, educated, and
professional educators to the
children and families. Teachers are
all in compliance with licensing
regulation and trained to follow the
policies outlined in this manual.
Guardians will be encouraged to
meet all teachers as schedules may
rotate.
Assistants will be familiar
with appropriate discipline, children’s
individual needs, CPR/First Aid
certified, and be of a trustworthy,
responsible nature. A biography of
all of our teachers is listed on our
website for your convenience.
Hiring
Prospective teachers are invited for an initial interview with the program and/or executive director. If the candidate
is strong, he or she will be invited back for a “trial day” where he or she leads a large group or activity time. The
children are made aware they will be meeting a visitor or teacher-friend. The child’s regular teachers stay with the
group throughout the duration of the working interview. The candidate’s performance is reviewed by the director
and teaching staff.
After a teacher is hired, there is a month-long orientation and training process. Teachers are asked to commit
to a one-year minimum at the time of hire.
Work/Life Balance
As part of the mission of Apple Playschools is to create a sustainable business model, we value work/life
balance for our teaching staff. The needs of the children and program are why we’re all here, but we also value
healthy, stress-free teaching staff. We keep our teaching teams small so children are comfortable and familiar
with a teacher who may need to substitute or cover another shift. These initiatives are indicators of high staff
retention rates.
Substitutes
Substitutes are required to follow the same orientation as regular teaching staff. Substitutes are often shared
teachers between the programs. In addition, during afternoon staff meetings, the other program will often
substitute or supplement the opposite staff.
Support Staff
In addition to the familiar teacher faces, there are a number of support staff positions including Garden
Coordinator, Bookkeeper, Maintenance Person, Caretaker, Program Directors, and Executive Director. We
occasionally are the lucky recipients of interns and volunteers. All staff is required to complete a Criminal
Background check and Central Registry Clearance before beginning employment.
Staff Development
Our teachers are passionate about their work and are always curious to learn more. Each teacher is required to
complete 30 training hours per year. In addition, teachers attend weekly staff meetings and weekly classroom
mini-meetings.

Updated February 2017
22

New Staff
When a new teacher will be joining us, guardians are notified via an email that includes the new person’s
biography. This usually happens during the new person’s first week of orientation. Please visit our Family
Apple Pages for more in-depth information about our Employment Philosophies and practices.
FAMILY COMMUNICATION
In an effort to reduce paper waste, Apple Playschools strives to go paperless as much as possible.
Contact
Email is the primary form of contact at Apple Playschools for routine questions. We try to keep out- bound
messages concise with a descriptive subject line. Occasionally you may receive multiple emails in a day, but
each will have a distinct subject.
Concerns such as scheduling, policy, tuition and billing, as well as major issues or concerns can be sent to your
Program Director: greenapplegarden@appleplayschools.org OR manzanitas@appleplayschools.org.
Routine Child Comments or Concerns: [Teacher’s name]@appleplayschools.org
Phone usage: Feel free to call anytime during the day to check-in or with quick questions. If your concern is a
routine child comment or concern, the director can have the teacher call you back during a calm moment.
Green Apple Garden Lower: 734-369-8248
Green Apple Garden Upper: 734-369-6563
Manzanitas: 734-369-6563
Staff Cell Phones: Our employee policy states that teacher cell phone use in the classroom is prohibited. Staff may be
reached through the main telephone during business hours.
Communication about your child
Primary teachers document children’s development and regularly communicate this information with the
families via email and/or our online documentation tool. Families receive specific information about their child
as well as classroom updates including newsletters.
Conferences happen twice a year. Fall conferences help to set individual goals with teacher and family input.
Spring Conferences help assess the attainment of these goals.
Teachers will use drop off and pick up as a time to connect with you about any pressing issues that will affect that
day, and inform you of the activities your child participated in while with us. Please reserve lengthy conversations for
a predetermined time or via email to your child’s teacher.
Communication about Center Concerns
At Apple Playschools we deeply value a close relationship with all of our families. Please contact your Program
Director with any concerns about the program in general, or regarding your child’s experience. We know that open
communication is one of the most essential keys to building a healthy community, and look forward to your honest
feedback and communication.
Families will find a number of updates, lessons, teacher bios and guardian resources on the program’s bulletin
board. These are located near exterior doorways. In addition, basic licensing information is also available here.
Each program has a Facebook page where related parenting and preschool topics are shared with regularity. In
addition, we post event invitations and photos with anecdotes about children at our programs.
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The website for Apple Playschools is www.appleplayschools.org. www.ApplePlayschools.org/Families is the
primary location for guardian resources and information and includes pdf files of our Guardian Apple Pages and
a variety of other topics. Green Apple’s website is www.greenapplegarden.weebly.com and Manzanitas is
www.manzanitasplayschool.org. Blogs can also be found on each website. The blogs are a wonderful collection
of the children’s work, photos, reflections and resources. Some classrooms use the blog as their newsletter.
The family calendar can be found on the website.
Family Involvement
As part of our nonprofit mission regarding community building, it is expected that
each family will contribute 4 hours of work per year per guardian. If this is not
possible for your family, a $100 opt-out fee will be assessed. Please check with
teachers or administration for information regarding ways to contribute. A few
options for involvement include events, fundraising, work days, family
participation committee, and classroom participation.

Family Policy Contract
2017/2018
By signing this contract, clients agree to abide by the written policies in the Apple Playschools Family Handbook and Policy
Manual. Apple Playschools may amend the policies with a one-week written notice. Clients will be notified via email of any
policy changes. New policies will be published to www.appleplayschools.org

Child’s Name:
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Child’s Birthdate:

Monthly Tuition Rate:

Contract Term: (please choose one)

❏ 12 Month Contract (September 5, 2017 to August 24, 2018) (with 4% discount + 1 week vacation credit)
❏ Public School Contract (September 5, 2017 to June 15, 2018)
❏ University Contract (September 5, 2017 to April 27, 2018) (with 4% premium)
❏ Month to Month Contract (with 10% premium)
Preferred Weekly Schedule: Please write in your child’s schedule hours on the days he/she will attend.

Monday

Tuesday

Wednesday

Thursday

Friday

❏ I would like to be a monthly sustainer to support Apple Playschools scholarships!
❏ $5 per month
❏ $10 per month
❏ $20 per month
Client’s Signature(s)

Client’s Signature(s)
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