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                              Extended Care Handbook 2017-2018 

 

Dear AALC Family,  

 

Welcome to the Apple Playschools community! We are so excited to partner with Ann Arbor               

Learning Community to provide high-quality care for students before and after school.  

 

Apple Playschools has been proudly serving families in the Ann Arbor           

area through our nonprofit work since 2011. Our approach is rooted in            

progressive education centered around our social justice branches.        

We believe children learn best through play and self-directed         

exploration, with the mindful guidance of adults as co-learners and          

collaborators. Our counselors are trained in child-centered teaching,        

anti-bias education, and facilitating meaningful time in nature.  

 

Apple Playschools’ Extended   

Care will operate with the same      

schedule and similar fees as in previous years. For details          

about drop-in options, our full tuition and       

reimbursement policy, as well as for information on        

financial assistance, please visit:    

appleplayschools.org/extendedcare.  
 

We look forward to meeting you at the AALC Open House on Thursday, August 31st, but                

encourage you to reach out with any questions or concerns in the meantime.  

 

We are excited to learn with you! 

 

Warmly,  

 

Jill Mailing and Eric DeVries 

Co-Directors, Apple Playschools Extended Care 

734-531-9239 

extendedcare@appleplayschools.org 
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Apple Playschools’ Experiential Learning Adventure and Extended Care operates as a service to Ann 

Arbor Learning Community families and greater community. The program provides a safe, secure and 

caring environment for students before and after school, and is open to all students in grades K-8. A 

wide range of activities, including outdoor play, is offered during program hours. Apple Playschools’ 

Extended Care is licensed by the Michigan Department of Licensing and Regulatory Affairs.  

 

This handbook includes important information about Apple Playschools policies and procedures. If you 

have any questions regarding our programs or policies, or if you would like to see more information 

about staff training and development, please contact Jill Mailing, Site Director at 734-531-9239 or 

extendedcare@appleplayschools.org 
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Program Philosophy and Approach 
 

Our Mission 
We believe in nurturing authentic childhood and serving as a model for inclusion, innovation 

and environmental stewardship in education.  

 

Our Vision 
An equitable world where all children are respected as capable, competent and empowered 

citizens. 
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General Information 

Schedule and Daily Rhythm 

AM Session (7:15-8:15am, or ½ AM - 7:45-8:15am) 

7:15-7:30 Welcome and Morning Snack 

7:30-8:15* Free Choice Time 

*Breakfast offered to ½ AM students at 7:45am upon arrival 

 

PM Session (3:25-6:00pm) 

3:25-3:50 Welcome and Afternoon Snack 

3:50-4:30 Free Choice Time & Afternoon Invitation 

4:30-5:15 Activity  

5:15-6:00 Free Choice Time 

Paperwork 

Paperwork should be turned in at least one week before your child’s first day. Please return your                 

paperwork to the Extended Care Site Director. Our office administration team will follow up with you to                 

confirm completion or request any missing items. ALL items must be turned in before your child’s first                 

day. Completed paperwork is vitally important to meet our licensing requirements, and to maintaining a               

safe and healthy environment for all kids.  

Communication 

Staff will use email to provide regular updates about program activities. Families are encouraged to               

reach out via email or phone with questions.  

 

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.                 

Families are also encouraged to review our public database listing.  

Drop-off and Pick-up 

Drop-off and pick-up will take place at the door to Room 9, facing the outdoor play area. For safety, the                    

door will remain locked and families are asked to knock at the door upon arrival.  

 

Drop-off for a full morning session begins at 7:15; Drop-off for a half-morning session begins at 7:45.                 

Pick-up for the afternoon session is anytime before 6pm.  
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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.  

 

Child Policies 

Food 

Apple Playschools provides morning and afternoon snacks each day. We strive to offer snacks that are                

local, seasonal, and organic, as well as nutrient-rich and wholesome. We will accommodate special diets               

and food allergies as needed; all Apple Playschools programs are Allergy Aware and no nuts or tree nuts                  

are permitted. 

 

Children are encouraged to eat the foods provided, and especially to try new items they may not have                  

experienced. At Apple Playschools, we believe food is best served alongside community and education,              

and we encourage eating together and engaging in dialogue about where our food is from. For this                 

reason, we would prefer to limit outside food at our snack time. However, if families wish to send                  

alternate snacks for their child, they may do provided they email extendedcare@appleplayschools.org            

and receive approval from a Director. 

 

Children who bring outside snacks without approval will be asked to put them away for the duration of                  

the session.  

 

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 extendedcare@appleplayschools.org and a                

substitute should be sent with the child that day.  

Weather 

Apple Playschools believes in the importance of outdoor play in all seasons, and we take care to                 

prioritize safety in ever-changing Michigan weather.  

 

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 be                  

sure to send all of the following with your child during winter months. 
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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 be encouraged to keep a water bottle with them and                   

hydrate frequently. 

 

Rain/Storm: At Apple Playschools, children will have the opportunity to 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.  

Healthcare 

Hand washing: All children and staff must wash hands after any toilet use. Hands will also be washed                  

immediately before eating. Liquid soap is used.  

 

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.  

Absences 

Please notify us if your child will be absent from the program. Please note that families are charged for                   

the days they are registered, regardless of absence. We do not allow “make up days” for these absences. 
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Illness 

The State of Michigan requires that we send children home for a variety of behavioral changes indicating                 

illness. 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.  

 

Please also see AALC’s Family Policy Handbook for information on illness policies.  

Medication and Injuries 

Medication/Remedies: If your child is on medication and it needs to be administered while they are in                 

our care, 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               

Permission 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 will receive proper care --              

specifically, they will be washed with warm, soapy water and bandaged. 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.  

 

Please also see AALC’s Family Policy Handbook. 
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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                  

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 Learning Community should close for poor road conditions, Extended Care 

will also be closed. 

 

Evacuation  

In the event that we need to evacuate the premises, we have designated an off-site meeting location: 

StayBridge Suites Ann Arbor (3850 Research Park Dr, Ann Arbor, MI 48108).  

Discipline Policy 

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. Kids are redirected into safe and appropriate              

choices, and encouraged to express their emotions. Adults facilitate a 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. Serious and/or recurring discipline                

concerns will be addressed in accordance with policies and procedures outlined in the AALC Family               

Policy Handbook.  

 

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                    

inside our playschools or out.  

12 



 

                              Extended Care Handbook 2017-2018 

Technology Policy 

We adhere to Ann Arbor Learning Community’s policies on technology - please see the AALC Handbook 

for more details.  

Tuition Policies 
Sessions and Fees  

 
● AM session: 7:15 am-8:15 am | $9.75 per session (Breakfast included)  

● ½ AM session: 7:45-8:15 am  | $5.00 per session (Breakfast included)  

● PM session: 3:25-6:00 pm  | $13.00 per session (Snack included) 

 

An additional $2.00 fee is added for drop in sessions.  

A non-refundable registration fee of $50 will be due with your signed contract for enrollment. 

Tuition and Scheduling 

Care is offered in both before and after-school sessions; your total fee is determined by which and how 

many sessions you choose during the school week.  

 

Fees are based on a 180 day school calendar. Care is billed in nine payments, September-May and at one 

half the monthly fee in June. 

 

Families may enroll for a fixed, weekly schedule of care anywhere from twice a week to full time. 

Parents selecting two, three and four day fixed schedules must specify their days of attendance at the 

time of registration. 

 

Contracts: 
We encourage families to sign contracts in order to help the program maintain predictability and               

consistency. Families may choose from the following: 

● 10 Month Contract: September 5, 2017 - June 13, 2018  

● Month to Month: Billed monthly (with 10% premium)  

 

For school year contracts, we 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.  

 

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.  
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1-2 days per week:   $25 

3-4 days per week:   $75 

5 days per week:      $100  

 

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.  

 

Month-to-Month 
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 $200 per month at the contract                

rate, your month-to-month tuition would be $220. There is no early termination deposit for              

month-to-month families.  

 

Billing Cycle and Payment 

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.)  

 

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: Apple Playschools. Any alternative               

payment arrangements must be requested via email to extendedcare@appleplayschools.org and must           

be approved by a Director. Any tuition due dates established in this manner will be subject to late fee,                   

termination of care, and collections policies.  

 

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.  

Additional Considerations: 

Drop-In: All enrolled families with accounts in good standing may use occasional drop-in privileges for an                

extra fee of $2.00 a session.  

 

Multiple Child Discount: A 10% discount will be offered to the second (third, fourth, etc.) child from the                  

same family.  
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Schedule Changes: Additional days may be purchased by families with fixed or flex schedules on a space                 

available basis, with a minimum of 1 school day's notice by phone or email. Families must receive                 

confirmation from staff before the child attends.  
 

Early Drop-off/Late Pick-up Fees: Students dropped off before their scheduled morning arrival time             

(either 7:15am or 7:45am) will be assessed a $5.00 fee. Students picked up late (after 6pm) will be                  

assessed a $1.00 fee for every minute accrued. 

Late Fees and Insufficient Funds: 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. 

Tuition Reductions: For all programs, there is no reduction in tuition for absences, sick days, holidays,                

inclement weather, or emergency closures. 

Schedule Changes: Families are able to make changes to their schedule by submitting a written request                

in writing to extendedcare@appleplayschools.org; schedule changes are subject to available space and            

require director’s approval. Schedule changes resulting in a reduction of more than $30 of monthly               

tuition are subject to a schedule change fee of $30. Schedule changes resulting in a reduction of less                  

than $30 of monthly tuition will be subject to a $10 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                    
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you give written notice of withdrawal on October 1, your child’s last day will be October 15. However,                  

you have already paid through October 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.  

At Apple Playschools, we place a high a value on inclusion and make every effort to help students feel at                    

home in our care. However, 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 care 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.  

Refunds: Refunds for overpayment 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           

extendedcare@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. 

Scholarships and Financial Assistance 
As part of our nonprofit values, Apple Playschools offers financial assistance to families who qualify.               

Scholarships are limited, and are approved by the board of directors scholarship committee. 

 

Email us at extendedcare@appleplayschools.org to request a scholarship application.  
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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: 

 

Child’s Birthdate: 

 

Monthly Tuition Rate:  

 

Contract Term: (please choose one)  

❏ 10 Month Contract (September 5, 2017 to June 13, 2018)  

❏ Month to Month Contract (with 10% premium)  

 

Weekly Schedule (please choose one) 

(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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