
Policies for Little Lambs Academy Extended Care Program 
 

Policy Effective Date:  9-4-2012          Updated August, 2016 
 
General Information: 
 
Little Lambs Academy is licensed by the State of Wisconsin, Department of Children and Families.  Our 
Extended Care Program is licensed to care for no more than eight children of mixed ages at one time.  
We are inspected regularly to ensure that we meet licensing standards. 
 
We are required to maintain current written record of daily attendance for all of the children.  Please 
assist us in meeting this requirement by signing your child(ren) in and out of Extended Care on the 
required Daily Attendance Record. 
 
Little Lambs Academy Extended Care will provide care for children between the ages of 6 weeks through 
12 years old.  Child care services are available without discrimination on the basis of sex, race, color, 
creed, disability, sexual orientation, national origin or ancestry, providing we can meet the needs of the 
child. 
 
Child care services will be provided between the hours of 8:00am-5:30pm, Monday through Friday, 
during the school year.  No services will be provided on holidays, Christmas break, Easter break, or 
during summer break.  Please refer to the School Calendar for days Extended Care and the school will be 
closed. 
 
We have posted the following for your review downstairs in the Preschool, in the commons area: 

 License Certificate 

 Results of the latest monitoring visit 

 School Policies 

 The State of Wisconsin Child Care Licensing Rule Book 
 
Parents will receive a pamphlet at Orientation, “Your Guide to Licensed Child Care”, which is a summary 
of child care licensing regulations. 
 
Parents are welcome to visit our facility any time during the hours of operation, unless parental access is 
prohibited or restricted by a court order.  If so, we need a copy of the order.  Please understand that we 
cannot legally limit access to a parent if there is not a copy of the court order on file at the School. 
 
Children will only be released to the parents or persons listed on the Child Pick-Up Authorization form.  
If anyone other than the child’s parent or someone who is listed on this form is to pick up a child, we 
must be notified in writing or by a telephone call in advance.  The person picking up the child may need 
to show a driver’s license or other picture ID. 
 
If a parent or other authorized person arrives to pick up a child and that person appears to be 
intoxicated or under the influence of drugs, all reasonable steps will be taken to prevent the person 
from leaving with the child, including offering to call a cab or another contact person.  While we cannot 
legally withhold a child from the legal guardian, we will not hesitate to call the local authorities if we feel 
the child is in danger. 



 
It is important that we communicate daily concerning the needs and interests of your child.  If there are 
issues or concerns that need to be discussed, please work with the staff to arrange a convenient time to 
talk on the phone or at pick up/drop off. 
 
To protect each family’s confidentiality, Little Lambs Academy will not disclose personal information 
regarding a child or facts learned about a child or a child’s family to anyone who is not authorized to 
receive this information. 
 
Little Lambs Academy is covered by liability insurance through Peace Lutheran Church. 
 
All teachers / child care providers are mandated reporters of suspected child abuse or neglect.  If a child 
care provider suspects a child has been abused or neglected, that employee is required to report the 
abuse or neglect to child protective services or the police. 
 
Enrollment and Discharge of Enrolled Children: 
 
We will make reasonable accommodations for a child with disabilities as specified under the Americans 
with Disabilities Act. 
 
The following items must be completed and returned to Little Lambs Academy by the first day of 
attendance: 
 

 Intake for Child Under 2 Years (if applicable) 

 Child Care Enrollment 

 Health History and Emergency Care Plan 

 Pick-Up Authorization Form 

 Emergency Card  

 Child Health Report 

 Day Care Immunization Record 
 
We require that parents fill out an Extended Care Calendar at least 1 week prior to the beginning of each 
month, so our Extended Care coordinator has time to schedule children and secure staffing.   Space is 
limited to 8 children, so we accept children on a first-come, first-served basis.  You may make changes to 
your calendar with at least 1 week notice.  We do not accept children for drop-in care unless prior 
enrollment arrangements have been made, space is available, and proper staffing is already in place. 
 
A child may be scheduled for extended care a maximum of 16 hours per week, unless specific 
arrangements have been made with the preschool director.  This is to allow equal opportunity for all 
enrolled families to utilize the Extended Care Program. 
 
A child may be discharged from Little Lambs Academy for reasons such as, but not limited to: 

 Failure to pay fees on time (grounds for immediate termination , without advance notice) 

 Lack of parental cooperation 

 Inability for the program to meet the needs of the child.  We will consult with the parent 
concerning how any problems might be resolved before ending the care arrangement. 

 Repeated failure to pick up the child at the scheduled time 



 Failure to complete and return required forms   
 
 
 
 
Payments and Cancellations: 
 
You will receive a bill for the previous month’s Extended Care usage.  For example, your bill for 
September’s Extended Care will appear in your TADS account mid-October, separate from your October 
Preschool tuition bill.  May Extended Care fees will be due June 5th.  If a family fails to pay Extended 
Care fees, Little Lambs Academy reserves the right to collect the unpaid fees by means of collection 
agencies, or court mandated payments.   
 
Cancellation Policy: 
 
You will be charged for the times that you list on your Extended Care Calendar, unless you call or email 
the office more than 24 hours in advance.  Same-day cancellations will be charged for the scheduled 
time in Extended Care, as well as a $5 cancellation fee, to cover scheduled staffing costs.   
 
Child Absences: 
 
If your child will not attend on a day you have listed on your Extended Care Calendar, you must notify 
the office of the absence.  If you do not call or email, we are required by State Licensing regulations to 
call you to verify the absence.  You will receive a call from a staff person after 30 minutes of the 
expected arrival time. 
 
Health: 
 
Children who are ill are not to be brought to Extended Care.  The following are examples of children who 
are ill: 

 A temperature of 99 degrees or higher – must be fever-free for at least 24 hours before 
returning to school or Extended Care 

 Vomiting or diarrhea has occurred more than once in the past 24 hours 

 A contagious disease such as chicken pox, strep throat or pink eye 

 An unidentified rash 

 Has not been on a prescribed medication for at least 24 hours or continues to have symptoms of 
illness 

 Has a constant thick, colored nasal discharge 

 Has a deep, productive, or recurrent cough 
 
If a child should become ill while in Extended Care, parents will be contacted immediately.  Sick children 
will be isolated within sight and sound of a staff person, and made as comfortable as possible.  Children 
must be picked up within 30 minutes.  If the child is not picked up in that time, the emergency contact 
person on the child’s enrollment form will be called. 
 
Children may return to Extended Care when they are symptom free, have been appropriately treated or 
have been given medical approval to return to Extended Care. 



 
We will follow procedures on personal cleanliness and communicable diseases in accordance with 
licensing rules and guidelines for exclusion of children from care as adapted from the Division of Public 
Health. 
 
We will report all communicable diseases, when required, to the local health department and to parents 
of all enrolled children.   
 
Superficial injuries will be washed with soap and water and covered with a bandage or treated with ice.  
Parents will be told about the minor injury when the child is picked up. 
 
All Little Lambs Academy staff is trained in Infant and Child CPR, including training in the use of an 
automated external defibrillator (AED).  We will follow standard emergency medical procedures for 
treating injuries.  A head injury will be treated as a serious injury, and parents will be notified as soon as 
possible. 
 
If there is a need for emergency medical treatment, 911 will be called and the child will be taken to 
Children’s Hospital.  Should an ambulance be needed, parents will be responsible for any costs.  Parents 
will be contacted as soon as possible after contacting 911.  If possible, we will ask that your child be 
taken to the emergency medical facility that you designated on the child enrollment form. 
 
All medications administered, accidents or injuries occurring during the time the child is in our care, 
marked changes in behavior or appearance and any observation of injuries to a child’s body received 
outside of our care will be entered into the school’s medical logbook.  As a licensed child care provider, 
we are required to report suspected child abuse or neglect to the local authorities. 
 
Medications: 
 
We will not routinely administer medications.  Prescriptive and non-prescriptive medication will only be 
given if the parents have completed the authorization form provided.  All medication must be in its 
original container bearing the label with child’s name, dosage and administration directions.  We will not 
exceed the age-related dosage on the label of any medication without a written doctor’s authorization.  
Blanket authorizations, such as dispensing Tylenol at our discretion, are not allowed. 
 
We will not apply sunscreen or insect repellant to a child.  We ask that you apply these before you drop 
your child off. 
 
Smoking: 
 
Smoking is not permitted on the premises. 
 
Sudden Infant Death Syndrome (SIDS): 
 
To reduce the risk of SIDS, we will do the following: 
 
Children under one year of age: 

 Child will placed to sleep on his or her back in a crib unless the child’s physician authorizes 
another position in writing.   



 Child will not sleep in a crib or playpen that contains materials such s sheepskins, pillows, fluffy 
blankets, bumper pads or stuffed animals. 

 
 
 
Children under two years of age: 

 Cribs and playpens shall contain a tight-fitting mattress and any mattress covering shall fit 
snugly over the mattress.  Waterbeds may not be used. 

 Sheets or blankets will be tucked tightly under the mattress and shall be kept away from the 
child’s mouth and nose. 

 If a child falls asleep in a swing or car seat, the child will be removed from the swing or car seat 
and placed to sleep on his or her back in a crib. 

 
Nutrition: 
 
Parents are responsible to provide all meals, snacks and drinks for their child(ren).  You will be informed 
verbally of the USDA nutritional requirements.  We will offer meals and snacks to all children in 
attendance at the times identified in the daily schedule.   
 
All food containers, lunch boxes, drink cups and bottles must be labeled with the child’s first name and 
last name, per state licensing regulations.  
 
We are a NUT-FREE school.  Do not send meals or snacks containing any kind of nuts.  This includes, but 
is not limited to: 

 Peanut butter, Hazelnut spread, almond butter, etc. 

 Granola & granola bars 

 Snack mixes 

 Desserts with nuts 
 
If your child has special dietary needs (medical condition or personal choice) or has food allergies, 
parents must notify the school in writing. 
 
Children younger than 12 months must be served formula or breast milk unless written direction is on 
file from the child’s health care professional.  We will not provide formula, bottles or other feeding 
supplies.  All bottles and commercial baby food must be labeled with your child’s name and date, every 
day. 
 
Daily Activities: 
 
We do include religious education in our program and curriculum.  We do offer prayers before meals 
and snacks. 
 
We celebrate Thanksgiving, Christmas, Easter and other Christian holidays throughout the year.  
 
We plan activities and provide children with a variety of experiences.  Some of the activities will include: 

 Language development:  Books, music, story time, finger plays, flannel board stories 

 Large muscle skills:  Balls, hula hoops, bean bags, swinging, outdoor play 



 Small muscle skills:  Arts & crafts, stringing beads, pegboards, blocks 

 Creative expression: Dramatic play, puppets, music / instruments, flannel board 

 Self-help skills: Assist with mealtime preparation, dress self for outdoors 

 Literacy skills:  Books, alphabet and writing games 
 
PLAY is the major component of our program.  Enough time, materials and space will be provided for 
children to actively explore the world around them.  Children have the opportunity to use a variety of 
art materials and manipulative and housekeeping equipment. 
 
Children, including infants and toddlers, will go outdoors as weather permits.  The children may be kept 
indoors during inclement weather such as any of the following: 

 Heavy rain 

 Temperatures above 90 degrees F. 

 Wind chills of 0 degrees F. or below for children age  2 and above 

 Wind chills of 20 degrees F. or below for children under age 2 
 
There is an outdoor play space on the premises of Little Lambs Academy.  Teachers and care givers are 
outside providing sight and sound supervision when children are outside. 
 
Infants and toddlers (children under two years of age) will have a flexible schedule which reflects the 
child’s individual needs.  They will be given individual attention including lots of time for talking.  The 
body position of non-mobile infants and their location in the Extended Care room will be changed 
frequently.  We will provide safe, open spaces for children who are creeping and crawling.  Infants and 
toddlers will be encouraged to play with a wide variety of safe toys and objects. 
 
Preschool-age children will have a quiet place to relax, and/or plenty of space to play before and after 
school, along with access to appropriate materials and activities.  They will have ample time for large 
muscle activities, as well.   
 
Night Care: 
 
We are not licensed to provide care from 6:00pm-8:00am. 
 
Rest or Naptime will be provided for all children younger than five years of age who are in care for more 
than four consecutive hours.  Children who do not sleep may get up after 30 minutes, and children who 
awaken early will be allowed to get up when they awake.  We will help children who are awake find 
appropriate activities.  Parents are responsible to launder bedding once per week or every five uses, or 
sooner if necessary. 
 
A crib or a playpen is provided for each child less than one year of age.  Children over the age of one 
year will sleep on a mat with a sheet and a blanket, all provided by the parents. 
 
Children, on very rare occasions, will watch a DVD.  Examples would include a Christmas video or an 
Easter video.  They will only watch videos that are rated G. 
 
A schedule of activities is posted in the Extended Care classroom. 
 



Child Guidance: 
 
The policies for guiding children’s behavior are specified earlier in the Little Lambs Policies.  We do use 
time-outs to deal with unacceptable behavior.  A “time-out” or “take a break” may be used when other 
techniques have not been successful.  A time-out will be used to remove a child from a situation that has 
gotten out of control before a child can hurt himself or others.  Time-outs will never exceed five minutes 
and will not be used with children under three years of age.  When used, the time-out will immediately 
follow the behavior.  We will stay with the child and talk about what behavior was unacceptable, and 
what else s/he might have done or said instead.  Rather than use a specific time-out chair or corner, we 
will have the child “take a break” near the others, so the emphasis is on relax / cool down rather than 
isolation and punishment.  The child will be praised after completing the time-out and will be helped to 
rejoin the group. 
 
We understand that there will be times when a child will become distraught, fussy or won’t quit crying.  
Our first action in these situations will be an attempt to determine the cause of the distress.  It may be 
related to a basic need such as hunger or comfort, or it may be that the child just needs some attention.  
We understand that crying is normal, and that all babies will have times when they cannot stop crying.  
At these times, we stay calm and do whatever we can to soothe your child.  Sometimes this may mean 
just allowing the child to cry for a few minutes and then trying again.  However, there also may be times 
when we need your advice or assistance, and we won’t hesitate to call you if we feel that is necessary. 
 
In accordance with DCF 251 Licensing Rules, actions that may be psychologically, emotionally or 
physically painful, discomforting, dangerous or potentially injurious are prohibitive.  Prohibited actions 
include spanking, hitting, pinching, shaking, slapping, twisting, throwing or inflicting any other form of 
corporal punishment on the child; verbal abuse, threats or derogatory remarks about the child or the 
child’s family; physical restraint, binding or tying the child to restrict the child’s movement; enclosing the 
child in a confined space such as a closet, locked room, box or similar cubicle; withholding or forcing 
meals, snacks or naps; actions that are cruel, aversive, humiliating or frightening to the child; or 
punishing a child for lapses in toilet training.  These forms of punishment will never be used, even at a 
parent’s request. 
 
 
Transportation: 
 
We do not provide transportation for the Extended Care Program. 
 
Pets: 
 
Little Lambs Academy does not have pets on the premises. 
 
Emergency Procedures: 
 
Fire drills shall be practiced with the children every month, and completion of the practices will be 
documented.  In addition, tornado drills shall be practiced during the tornado season, which is April 
through October. 
 
In case of an emergency that would require an evacuation, children will be evacuated through the 
nearest safe exit.  The attendance form and list of phone numbers for parents and emergency contacts 



will be taken along to ensure that all children are accounted for and all families will be notified.  Children 
will be assembled at the “safety tree” near the circle drive at the main entrance. 
 
In the event of a tornado warning, the children will be taken downstairs to Room #3.  A portable radio 
and a flashlight, with extra batteries for both, are kept in the tornado shelter area at all times.  The 
attendance form and emergency contact information will be brought along. 
 
In the event of a lost child, we will check all areas of the building.  If the child cannot be found, the 
child’s parents and/or emergency contact and the police will be notified immediately.  We will notify the 
Department of Children and Families within 24 hours after the occurrence. 
 
If the school should lose the use of heat, water or electricity before the school opens, we will notify 
parents by phone.   
 
In the event that Muskego and/or New Berlin schools close due to severe weather, Little Lambs 
Academy will close as well.  Watch channel 4, 6 or 12 for closing information.  If we close due to severe 
weather during the school day, parents will be contacted by phone and children will need to be picked 
up within the hour. 
 
In the event that the school receives a threat to the building or its occupants (e.g. bomb threat, bodily 
injury threat, etc.), law enforcement and the parents will be immediately contacted to advise them of 
the threat.  Depending on the nature of the threat, evacuation and/or closure may be required. 
 
 
 
 
Items to be provided by parents: 
 
Disposable Diapers 
Baby Wipes 
Lotions 
Labeled sheet and blanket 
Labeled Sleeping mat 
Bottle for water, formula and/or milk – all clearly labeled with the child’s name and date every day 
Baby food and spoons – all clearly labeled with the child’s name and date every day 
Full change of clothing including underwear and socks 
Clothing suitable for outdoor play for each season 
Car seat or booster seat if needed by the person picking the child up 
Meals and snacks – all containers and lunch boxes clearly labeled with the child’s name every day   
 
 
 
 
 
 
 
 
 



 
===================================================================================== 
 

 
Little Lambs Academy Extended Care Agreement 

 
 
 
I, the parent, by my signature below attest that I have received a copy of these policies.  I further attest 
that I have read and understand these policies, and I agree to abide by them. 
 
 
 
________________________________________         ___________________________________ 
              Signature – Parent Date signed  Signature – Licensee  Date signed 
 


