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For the purposes of this handbook, the term “Parent” includes a legal guardian or 

other person standing in loco parentis (such as a grandparent or stepparent with 

whom the child lives, or a person who is legally responsible for the welfare of the 

child). 

 

INTRODUCTION 

DISCLAIMER 
This Parent/Student Handbook is provided as a resource to help students and families understand the 

expectations, policies, and procedures of Swartz Creek Community Schools Little Dragons Learning Center. It is 

not intended to be all-inclusive and does not cover every situation that may arise throughout the school year. 
 

The Board of Education and administration reserve the right to modify, add, or revoke any rules, policies, 
procedures, or information contained in this handbook at any time as deemed necessary. In cases where a 
conflict arises between this handbook and board policy, district guidelines, or state/federal law, the higher 
authority will prevail. 

By enrolling in Swartz Creek Community Schools, students and parents agree to abide by the policies and 
procedures set forth in this handbook. 

 

DISTRICT MISSION, VISION, & VALUES 
Mission: SCCS is a family committed to excellence, instilling the values of integrity and compassion, and 

encouraging every individual to embrace challenges through continuous learning. 

Vision: SCCS provides a world class education through innovative experiences while developing the 

unique talents of our learners. 

District Values:  
● Family  
● Excellence  
● Integrity  
● Compassion  
● Continuous Learning 
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SECTION 1 - DISTRICT INFORMATION 

FOREWORD 
This student handbook was developed to answer many of the commonly asked questions that families may have 

during the school year and to provide specific information about certain Board policies and procedures. This 

handbook contains important information that all students and parents should know. 

Please become familiar with the following information by referencing this handbook online at  

www.swartzcreek.org as needed by your family. If you have any questions that are not addressed in this 

handbook, you are encouraged to talk to your child’s teachers or the Program Coordinator. This handbook also 

summarizes many of the policies approved by our District’s Board of Education. To the extent that the handbook 

may be ambiguous or in conflict with any Board policies, approved policy is always the guide. This handbook is 

effective immediately and supersedes any prior handbook and other written material on the same subjects. 

Lastly, the content of this handbook does not equate to an irrevocable contractual commitment to the student, 

but only reflects the current status of the Board’s policies and general school policies as of July 1, 2026. If any of 

the policies or administrative guidelines referenced herein are revised after this identified date, the language in 

the most current policy will prevail. 

TITLE IX COORDINATOR  
It is the policy of this District to provide an equal education opportunity for all students. Any person who 

believes that he or she has been discriminated against on the basis of his/her race, color, disability, religion, 

gender, or national origin, while at school or a school activity should immediately contact the School District’s 

Compliance Officer listed below: 

John Mertz 

Interim Director of Human Resources 

Erin North 

Executive Director of Curriculum, Instruction, & Continuous Improvement 

 

8354 Cappy Lane 

Swartz Creek, Michigan 48473 

Phone: (810) 591-2300 Fax: (810) 591-2784 

Complaints will be investigated in accordance with the procedures as described in Board Policy 5202. Any 

student making a complaint or participating in a school investigation will be protected from any threat or 

retaliation. The Compliance Officers can provide additional information concerning equal access to educational 

opportunity. 
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MCKINNEY-VENTO HOMELESS ASSISTANCE ACT 

The purpose of McKinney-Vento is to ensure that students who are homeless may continue their education with 

as little disruption as possible. Questions regarding the McKinney-Vento Homeless Assistance Act can be 

directed to the District Liaison listed below: 

Director of Student Services 

8354 Cappy Lane 

Swartz Creek, Michigan 48473 

Phone: (810) 591-2300   Fax: (810) 591-2784 

Upon enrollment of a homeless child, the District Liaison will coordinate with appropriate administrative staff to 

assure that the school last attended by a homeless child is immediately contacted to provide academic or other 

relevant records. If upon enrollment the homeless child is found to be in need of any immunizations required for 

enrollment by State law or any other medical records, the Liaison will assist the family or student in obtaining 

the immunizations or necessary medical records. The Liaison will also contact the Director of Operations to 

assure transportation of the homeless student is provided in accordance with the Board's Transportation Policy. 

Any disputes regarding the enrollment or assignment of a homeless student will be referred to the Liaison for an 

expedited resolution. The Liaison should attempt to resolve disputes within five school days. Any dispute which 

cannot be resolved by the Liaison should be reported to the State Coordinator for the Education of Homeless 

Children and Youth at the Michigan Department of Education. According to State guidelines, the State 

Coordinator has an additional five school days from the time of notification to bring about a resolution. 

Individuals not satisfied with the State Coordinator's proposed resolution can appeal such decisions to the State 

Superintendent of Public Instruction within five school days for a final resolution of the dispute (Reference 

Board Policy 5307). 

MEMORANDUM TO PARENTS REGARDING SCHOOL BOARD POLICY ON 
DRUG-FREE SCHOOLS 
In accordance with Federal Law, the Board of Education prohibits the use, possession, concealment, or 

distribution of drugs by students on school grounds, in school or school-approved vehicles, or at any school-

related event. Drugs include any alcoholic beverage, anabolic steroid, dangerous controlled substance as 

defined by State statute, or substance that could be considered a "look-a-like" controlled substance. Compliance 

with this policy is mandatory for all students. Any student who violates this policy will be subject to disciplinary 

action, in accordance with due process and as specified in the parent-student handbook, up to and including 

expulsion from school. When required by State law, the District will also notify law enforcement officials. The 

District is concerned about any student who is a victim of alcohol or drug abuse and will facilitate the process by 

which he or she receives help through programs and services available in the community. Students and their 

parents should contact the Program Coordinator whenever such help is needed. Smoking and/or vaping on the 

property at any of our licensed facilities is prohibited. Childcare licensed locations include: Little Dragons, Syring 

Elementary, Morrish Elementary, and Gaines Elementary. 
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PARENT & FAMILY ENGAGEMENT  
As cited in Board Policy 5405 - “Parent & Family Engagement”:  

The District will jointly develop with parents a School-Parent-Student Compact that outlines how the Title I 

school, parents, and students will share the responsibility for improved student academic achievement and the 

means by which the school and parents will build and develop a partnership to help students achieve state 

education standards. The Engagement Policy will be jointly developed and distributed to parents and family 

members of participating students and the local community in an understandable format and, to the extent 

practicable, in a language the parents can understand. An annual evaluation of the Engagement Policy’s content 

and effectiveness will be used to design evidence-based strategies for more effective parental involvement, to 

revise the Parent and Family Engagement Policy, and to remove barriers to participation. The Engagement Policy 

will be reviewed annually at a meeting where concerned parties can discuss possible changes to the 

Engagement Policy. The District recognizes the unique needs of students who are being served in its Title I 

program, and the importance of parent and family engagement in the Title I program. Parent and family 

engagement in the Title I Program must include, but is not limited to:  

Relationships with Families  
● Cultivating school environments that are welcoming, supportive, and student-oriented. 
● Providing professional development for school staff that helps build partnerships between families and 

schools. 
● Providing family activities that relate to various cultures, languages, practices, and customs, and bridge 

economic and cultural barriers. 
● Providing coordination, technical support and other support to assist schools in planning and 

implementing family involvement activities. 

Effective Communication 
● Providing information to families to support the proper health, safety, and well-being of their children. 
● Providing information to families about school policies, procedures, programs, and activities. 
● Promoting regular and open communication between school personnel and students' family members. 
● Communicating with families in a format and language that is understandable, to the extent practicable. 
● Providing information and involving families in monitoring student progress. 
● Preparing families to be involved in meaningful discussions and meetings with school staff. 

 

 

 

Volunteer Opportunities 
● Providing volunteer opportunities for families to support their children's school activities. 
● Supporting other needs, such as transportation and child care, to enable families to participate in 

school-sponsored family involvement events. 
● All staff and volunteers are screened through the PSOR (Public Sex Offender registry). If a volunteer or 

staff member is on the PSOR, they will not have access to children in the Little Dragon Learning Center 

facilities. 
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Learning at Home 
● Offering training and resources to help families learn strategies and skills to support at-home learning 

and success in school. 
● Working with families to establish learning goals and help their children accomplish these goals. 
● Helping families to provide a school and home environment that encourages learning and extends 

learning at home. 

Involving Families in Decision Making and Advocacy 
● Involving families as partners in the process of school review and continuous improvement planning. 
● Involving families in the development of its District-wide parent involvement policy and plan, and 

distributing the policy and plan to families. 

Collaborating with the Community 
● Building constructive partnerships and connecting families with community-based programs and other 

community resources. 
● Coordinating and integrating family involvement programs and activities with District initiatives and 

community-based programs that encourage and support families' participation in their children's 

education, growth, and development. 

Implementation 
The Superintendent will provide for a comprehensive plan to engage parents, families, and community members 

in a partnership in support of each student's academic achievement, the District's continuous improvement, and 

individual school improvement plans. The plan will be distributed to all parents and students through 

publication in the Parent-Student Handbook or other suitable means. The plan will provide for annual 

evaluation, with the involvement of parents and families, of the plan's effectiveness and identification of 

barriers to participation by parents and families. Evaluation findings will be used in the annual review of the 

Parent and Family Involvement policy and to improve the effectiveness of the District plan. 

Sec. 1112, 1118 ESEA 

M.C.L.A. 380.1294  

Adopted 1/05, Revised 7/8/10, Revised 11/18/10 
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The LDLC Program Coordinator or designee will be responsible for recruiting community volunteers, reviewing 

their capabilities, and making appropriate placements. They shall not be obligated to make use of volunteers 

whose abilities are not in accord with the District and LDLC needs. Any person who volunteers to work with the 

District through the LDLC shall be screened through the Internet site for the Child Care Background Unit Check 

(CCBC) prior to being allowed to participate in any activity or program at the LDLC. Volunteers, including 

parents, will need to be supervised when working with children unless a CCBC check has been completed and on 

file in the District’s Human Resource Office. 

STUDENT RIGHTS AND RESPONSIBILITIES 
The rules and procedures of the school are designed to allow each student to obtain a safe, orderly, and 

appropriate education. Students can expect their rights to freedom of expression and association and to fair 

treatment as long as they respect those rights for their fellow students and the staff. Students will be expected 

to follow teachers' directions and to obey all school rules. Disciplinary procedures are designed to ensure due 

process (a fair hearing) before a student is removed because of his/her behavior. GSRP students will not be 

excluded and/or expelled from GSRP programming per the GSRP Implementation Manual.  Parents have the 

right to know how their child is succeeding in school and will be provided information on a regular basis and as 

needed, when concerns arise. Parents are encouraged to build a two-way link with their child’s teachers and 

support staff by informing the staff of suggestions or concerns that may help their child better accomplish 

his/her educational goals. Students must arrive at school on time, prepared to learn and participate in the 

educational program. If, for some reason, this is not possible, the parents should seek help from the teachers, 

Program Coordinator or building administrator. 

STUDENT WELL-BEING 
Student safety is the responsibility of the staff. All staff members are familiar with emergency procedures such 

as fire, severe weather, and violent critical incident drills, and accident reporting procedures. State law requires 

that all students must have an emergency medical card completed, signed by a parent, and filed in the school 

office. A student may be excluded from school until this requirement has been fulfilled. Parents of students with 

specific health care needs should deliver written notice about such needs along with proper documentation by a 

physician, to the school office. 

Mandated Reporters - Our staff are required by law to report suspicions of child abuse or neglect to the proper 

designated authorities. 

UNDERSTANDING CONCUSSION  
Public Acts 342 and 343 (Concussion Law) became effective June 30, 2013, and requires all levels of schools and 

youth sports organizations to educate, train and collect forms for non-MHSAA activities including physical 

education classes, intramural and out-of-season camps or clinics. If a student is injured at school during physical 

education class, recess, or other school related activities and shows symptoms of a concussion, the student must 

be withheld from physical activity until the medical clearance to return to play form is signed by an appropriate 

health care professional. If a student communicates with an adult at school that he or she was injured outside of 

a school related activity and shows signs of a concussion, the same procedures apply and the student must be 
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withheld from all physical activity until the medical clearance to return to play form is signed by an appropriate 

health care professional. 

Educational Material for Parents and Students 

(Content Meets MDCH Requirements) 

Sources: Michigan Department of Community Health. CDC and the National Operating Committee on 

Standards for Athletic Equipment (NOCSAE) 

Some common symptoms include the following: 

headache, pressure in the head, nausea, vomiting, dizziness, balance problems, double vision, blurry vision, 

sensitive to light, sensitive to noise, sluggishness, haziness, fogginess, grogginess, poor concentration, memory 

problems, confusion, feeling down, not feeling right, feeling irritable, slow reaction time, and sleep problems. 

What is a concussion? 
A concussion is a type of traumatic brain injury that changes the way the brain normally works. A concussion is 

caused by a fall, bump, blow, or jolt to the head or body that causes the head and brain to move quickly back 

and forth. A concussion can be caused by a shaking, spinning or a sudden stopping and starting of the head. 

Even a “ding,” “getting your bell rung,” or what seems to be a mild bump or blow to the head can be serious. A 

concussion can happen even if you haven’t been knocked out. You can’t see a concussion. Signs and symptoms 

of concussions can show up right after the injury or may not appear or be noticed until days or weeks after the 

injury. If the student reports any symptoms of a concussion, or if you notice symptoms yourself, seek medical 

attention right away. A student who may have had a concussion should not return to play on the day of the 

injury and until a health care professional says they are okay to return to play. 

If you suspect a concussion: 
● SEEK MEDICAL ATTENTION RIGHT AWAY – A health care professional will be able to decide how serious 

the concussion is and when it is safe for the student to return to regular activities, including sports. 

Don’t hide it, report it. Ignoring symptoms and trying to “tough it out” often makes it worse. 
● KEEP YOUR STUDENT OUT OF PLAY – Concussions take time to heal. Don’t let the student return to play 

the day of injury and until a health care professional says it’s okay. A student who returns to play too 

soon, while the brain is still healing, risks a greater chance of having a second concussion. Young 

children and teens are more likely to get a concussion and take longer to recover than adults. Repeat or 

second concussions increase the time it takes to recover and can be very serious. They can cause 

permanent brain damage, affecting the student for a lifetime. They can be fatal. It is better to miss one 

game than the whole season. 
● TELL THE SCHOOL ABOUT ANY PREVIOUS CONCUSSION – Schools should know if a student had a 

previous concussion. A student’s school may not know about a concussion received in another sport or 

activity unless you notify them. 
 

Signs observed by parents: 
● Appears dazed or stunned 
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● Is confused about assignment or position 
● Forgets an instruction 
● Can’t recall events prior to or after a hit or fall 
● Is unsure of game, score, or opponent 
● Moves clumsily 
● Answers questions slowly 
● Loses consciousness (even briefly) 
● Shows mood, behavior, or personality changes 

Concussion danger signs: 
In rare cases, a dangerous blood clot may form on the brain of a person with a concussion and crowd the brain 

against the skull. A student should receive immediate medical attention if after a bump, blow, or jolt to the head 

or body he or she exhibits any of the following danger signs: 

● One pupil larger than the other 
● Is drowsy or cannot be awakened 
● A headache that gets worse 
● Weakness, numbness, or decreased coordination 
● Repeated vomiting or nausea 
● Slurred speech 
● Convulsions or seizures 
● Cannot recognize people/places 
● Becomes increasingly confused, restless or agitated 
● Has unusual behavior 
● Loses consciousness (even a brief loss of consciousness should be taken seriously.) 

How to respond to a concussion: 
If a student reports one or more symptoms of a concussion after a bump, blow, or jolt to the head or body, he 

or she should be kept out of athletic play the day of the injury. The student should only return to play with 

permission from a health care professional experienced in evaluating for concussion. During 

recovery, rest is key. Exercising or activities that involve a lot of concentration (such as studying, working on 

the computer, or playing video games) may cause concussion symptoms to reappear or get worse. Students 

who return to school after a concussion may need to spend fewer hours at school, take rest breaks, be given 

extra help and time, spend less time reading, writing or on a computer. After a concussion, returning to sports 

and school is a gradual process that should be monitored by a healthcare professional. Remember: Concussion 

affects people differently. While most students with a concussion recover quickly and fully, some will have 

symptoms that last for days, or even weeks. A more serious concussion can last for months or longer. To learn 

more, go to www.cdc.gov/TraumaticBrainInjury. 

PESTICIDE NOTIFICATION  
Swartz Creek Community Schools utilizes an Integrated Pest Management (IPM) approach to control pests. IPM 

is a pest management system that utilizes all suitable techniques in a total pest management system with the 
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intent of preventing pests from reaching unacceptable levels or to reduce an existing population to an 

acceptable level. Pest management techniques emphasize pest exclusion and biological controls. However, as 

with most pest control programs, chemical controls may also be utilized. 

When any application of an insecticide, fungicide or herbicide is to be made to the school grounds or buildings 

during this school year, Little Dragon Learning Center parents will be notified using two methods 48 hours prior 

to any application. Methods of notification will be posting a notice at entrance doors, and at least one of the 

following: 

● A telephone call or direct conversation with parents. 
● Providing a written notice to be directly given to parents. 
● Email or text to parents. 

You have the right to be informed in writing prior to any application of an insecticide, fungicide or herbicide 

made to the school grounds or buildings during this school year. In certain emergencies, such as an infestation of 

stinging insects, pesticides may be applied without prior notice to prevent injury to students, but you will be 

notified following any such application. If you need written prior notification, please ask the LDLC Main Office 

staff for a copy of the designated form and submit a completed version to the LDLC Office staff. 

SECTION 2 - INFORMATION 

PHILOSOPHY & CURRICULUM 
Educational research has shown that high quality early childhood and child care programs help children become 

well-adjusted, successful, and effectively functioning members of society. Children who attend quality programs 

are more likely to be successful in school, be more competent socially and emotionally, and have greater 

opportunities for good health. The Swartz Creek Community Schools Little Dragon Learning Centers are 

dedicated to providing high quality programs that benefit children, their families, and the community. The 

HighScope Curriculum includes learning objectives, effective adult interaction strategies, and assessment 

measures that help programs ensure a high-quality experience for all learners. 

PROGRAM GOALS 
● Provide experiences for children that stimulate learning in all developmental areas: cognitive, social, 

emotional, and physical health. 
● Design appropriate activities for children in response to individual differences in abilities and interests. 
● Develop children’s self-esteem and positive feelings toward learning. 
● Create an environment that is literacy-based learning and nurturing. 
● Provide available, accessible, and affordable programs that are licensed, regulated and dedicated to 

quality. 
● Enable parents to be employed or participate in educational or job training programs while providing 

educational experiences for their children. 
● Encourage parent involvement in the education of their children. 
● Work in partnership with parents in building mutual understanding and consistency for children. 
● Have a positive effect on the children’s school performance by providing activities which promote 
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healthy growth and development and are coordinated with the K-5 literacy-based curriculum. 
● Demonstrate a commitment to children based on the needs of families. 

SOCIAL & EMOTIONAL WELL-BEING  
According to NAEYC (National Association for the Education of Young Children), children's social and emotional 

health affects their overall development and learning. Research indicates that children who are mentally healthy 

tend to be happier, show greater motivation to learn, have a more positive attitude toward school, more eagerly 

participate in class activities, and demonstrate higher academic performance. Little Dragons Learning Center has 

the following practices in place to observe and address social and emotional health: 

● Staff build close and trusting relationships with children and families while conducting intentional 

teaching. 
● Staff organize a material-rich environment to stimulate social interactions among children. 
● The center implements Positive Behavioral Interventions and Supports (PBIS) with the guidance of the 

GISD and Swartz Creek Community Schools. 

PROGRAMS AND RATES 
Great Start Readiness Program (GSRP) is a state funded Pre-Kindergarten program for children who will be 

four years old, but not five years old by December 1st of the year they are enrolling. The class is taught by a 

Lead Teacher (with either a Teacher Certification and/or Bachelor’s in ECE). The GSRP Program is free to 

eligible four-year-olds. This program uses the HighScope curriculum and emphasizes cognitive, social, 

emotional, and physical health development as well as a detailed plan for preparing children for the transition 

to Kindergarten. Two home visits and two parent-teacher conferences are required. Developmental screening 

(ASQ) is done within the first two weeks of school and with the use of an ongoing child assessment (COR), a 

tool for documenting to individualize for child development and monitor/identify concerns. Parents are 

encouraged but not required to volunteer in the classroom because the partnership between staff and parents 

is important for child development. An interview with the GSRP Coordinator is required to go over qualifying 

factors and enroll in the program. 

● GSRP classrooms are offered at Little Dragons (six) and Morrish Elementary (one). 
● The GSRP Pre-Kindergarten Schedule is Monday-Thursday, 8:30 am-3:30 pm. Children are required to 

attend all four days every week and do not report to school on Friday. Fridays are reserved for teacher 

professional development, lesson planning, and parent conferences. 
● The GSRP Pre-Kindergarten Program follows the Swartz Creek Community Schools Calendar with the 

exception of half-days. GSRP will have full days when K-12 has a half-day. If the elementary schools are 

closed, the Pre-Kindergarten Program will follow the same schedule. 
 

 

● The GSRP Pre-Kindergarten Program is a nine month program with 130 scheduled school days. 
● The GSRP Pre-Kindergarten Program is a grant funded free program offered by the state. Program 

eligibility is prioritized by residency, income, and risk factors. 
● Swartz Creek GSRP is required to work with the Michigan Department of Education (MDE) to measure 
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the effect of the state-wide Great Start Readiness Program. Information is sometimes collected about 

GSRP staff, enrolled children, and their families. 
● Breakfast, lunch, and a PM snack are provided, per the program schedule. 
● Children must not be excluded or expelled from GSRP classroom programming per the GSRP 

Implementation Manual. 
 

 

 
GSRP Before & After School Child Care Program is a before and/or after school child care program for children 

in the GSRP program. This program is housed at the Little Dragons Learning Center-Main building. Any GSRP 

child needing before school or after school care will be required to be enrolled in a GSRP classroom at the LDLC. 

This program provides activities to engage students before and after school and provides the opportunity for the 

child to form friendships and develop interests.  

● The GSRP Before & After School Child Care Program is available Monday-Thursday, 6:00 am-8:30 am 

(morning session) and 3:30 pm-6:00 pm. (afternoon session)  
● Spots are limited, enrollment is a first come, first served basis.  

Elementary Before & After School Child Care Program is a before and/or after school child care program for 

children enrolled in one of the Swartz Creek Elementary Schools. This program is housed at Syring and Morrish 

Elementary and provides homework help and activities to engage students before and after school while also 

providing the opportunity for the child to form friendships and develop interests. 

● The Elementary Before & After Care Program is available Monday-Friday, 6:00 am-8:30 am (morning 

session) and 3:30 pm-6:00 pm (afternoon session). 
● All children will be charged for a three-session minimum per week. When a scheduled day falls on a 

holiday or “no school” day, the parent will not be responsible for that scheduled day. 
● The parent will be responsible for the weekly payments of the weekly days scheduled until the time 

when the parent submits a written notice of termination of services. 
● Snacks and sack lunches are provided, per the program schedule. 
● Weekly payment is required. 

LICENSING 

PARENT NOTIFICATION OF THE LICENSING NOTEBOOK 
Child Care Organizations Act, 1973 Public Act 116 

Michigan Department of Human Services 

All child care centers must maintain a licensing notebook which includes all licensing inspection reports, special 

investigation reports and all related corrective action plans (CAP). 

● The licensing notebook contains all the licensing inspection and special investigation reports and related 
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corrective action plans for the last five years. 
● The licensing notebook is available to parents during regular business hours in the Center’s main office 

or on site with the staff. 
● Licensing inspection reports, special investigation reports, and corrective action plans from at least the 

past three years are available on the department’s child care licensing website at: 

http://www.michigan.gov/michildcare. Parents can also access these rules at this same link. 

PAYMENTS AND FEES  

Classroom Tuition Rates & Fees – 2026-2027 
Before & After School Child Care Program (Grades: K-5) 

● $10.00 per session each day  
● $40.00 half day rate (over five hours combined AM/PM)  
● Schedules are due every Thursday by 5:00 pm  
● Three session minimum per week  

○ Before School Session AM 6:00 am - 8:30 am  

○ AŌer School Session PM 3:30 pm - 6:00 pm  

 

Fees & Other Information 

● An annual registration fee of $35.00 per child or $60.00 per family will be assessed upon initial 

enrollment and at the beginning of each school year. 
● Additional Child Discounts: 

o $1.00 discount for each additional child in the Before & After School Child Care Program 
o $5.00 discount for each additional child for half days 

● Price includes all meals, snacks, and child care per program schedule.  
● Families receiving DHS assistance will be responsible for a weekly co-pay set by DHS and the center. 
● A late schedule fee of $15.00 will be billed to the account if a schedule is added after the Thursday 5:00 

pm deadline. 
● Weekly auto-payment can be set up by filling out the Auto-Payment Tuition Express form and 

submitting it to the main office. 
● The registering parent is responsible each week for the entire weekly scheduled days billed. Cash, Visa, 

MasterCard, Discover, and checks are accepted at the Little Dragons Learning Center Office. Online 

payments are also available and preferred. Credit card decline fee is $10.00. The state maximum charge 

of $25.00 will be assessed as Non-Sufficient Funds Fee for all checks returned to us by the bank, for each 

time presented. Only cash will be accepted to replace the returned check and all associated fees. After 

the second NSF check, parents must pay with a money order, cash, or charge. The Little Dragons Learning 

Center is unable to accept post-dated checks or hold payments. 
● There are no refunds for scheduled days not used which include absences, school activities, illness, 

hospitalization, and vacation. 
● When it becomes necessary for Swartz Creek Community Schools to close because of inclement 

weather, power failure, etc., ALL Little Dragon Learning Center programs will be closed as well. 
● Parents must notify the office in writing when a child will no longer be attending the Little Dragon 



 

16 
 

Learning Center Programs and wants to terminate services. Until written notification is received, the 

child will remain enrolled in the program and you will continue to be billed for the weekly scheduled 

days that you chose or the three session minimum fee. 
● Non-payment of a child care balance will result in dismissal from the program. Any credit balance must 

be used by the time a child leaves the program. No monies will be refunded for credit balances not used. 
● Elementary Before & After School children attending Before and After Care during half school days will 

be charged the half day rate if childcare hours go over five hours. 
 

As the parent of the child, if you receive DHS assistance, please understand that you will be responsible for the 

daily co-pay rate set by DHS. The Department of Human Services (DHS), or other third-party payments will be 

accepted with the following conditions: 

● You must comply with all rules and regulations as outlined above. 
● Payments must be made every week for any DHS copay amount not covered by the DHS amount 

authorized. This will be the difference in the charges for your weekly scheduled daily rate and your 

authorized daily payment. 
● DHS billed hours have to be verified by parent signature weekly. 
● It is your responsibility to keep all authorizations current and accurate. All monies owed are your 

responsibility. Co-pays are due prior to your child's attendance. 
● Full price will be charged without DHS authorization on file. 
● DHS scholarship credits cannot be transferred to another provider or refunded back to the family. 

DHS will cover registration fees up to $65.00 and 360 absence hours per school year, per child, with a limit of 

10 consecutive days as long as an absence note is provided. . 

A Late Fee of $1.00 per child will be automatically charged for each minute or fraction thereof for children 

picked up past the stated closing time. This fee will automatically be added to the child’s account. 

 

Parents are responsible for all payments and fees associated with their child’s enrollment and the scheduled 

days that are automatically charged to their account each week. 

● When the Little Dragon Learning Center Office receives written notification that a child will no longer be 

attending and wishes to end child care services, the parent will have two weeks to pay off any remaining 

unpaid account balance. Failure to pay any remaining account balance will result in Swartz Creek 

Community Schools automatically filing for payment with a collection agency or small claims court. 
● Accounts that have balances that are over two weeks behind will freeze and this will cause an 

interruption in care until payment is made online or over the phone with the Little Dragons main office. 
 

ENROLLMENT AND WITHDRAWAL 
The Little Dragons Learning Centers operate on a non-discriminatory basis, affording equal treatment and 

access to services without regard to race, color, religion, national origin or ancestry. Parents are welcome to 

tour or visit the centers at any time, however, please check in with the Main Office for available times. To 
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enroll a child, parents must complete the registration forms required for state regulations and pay a non-

refundable registration fee. Parents are required to keep children’s records up to date with changes in phone 

numbers, addresses, employers, child’s health record, custody documents, etc. 

Only parents can enroll a child in a Little Dragon Learning Center program. Parents must submit the below 

documentation upon enrolling. If any of this documentation is not provided before the first day of attendance, 

the enrollment agreement may be voided. 

● A legal birth certificate 
● Court papers allocating parental rights and responsibilities, or custody (if appropriate) 
● Two proofs of residency (non-residents may also enroll) (only needed for GSRP) 
● Proof of income (only needed for GSRP) 
● A record of immunizations 
● Special education IEP (if applicable) 
● An evaluation of the child’s health, signed and dated by a licensed physician, is required (the health 

evaluation must be submitted within 30 days of the first day of attendance). Health appraisal forms are 

located in the main office. 

Enrollment inquiries are received year-round. Enrollment is on a first come first served basis. There are limits 

to the number of children that can be served in each program. Where demand for a program exceeds the 

enrollment limit in a program, a waiting list will be created and used to fill open spots in the program as they 

become available. 

Homeless students who meet the Federal definition of homeless may enroll and will be under the direction of 

the District Liaison for Homeless Children with regard to enrollment procedures. 

A student who has been suspended or expelled by another child care facility or program in Michigan may be 

temporarily denied admission to the Little Dragons Learning Center tuition paid programs. Prior to denying 

admission, however, the Program Coordinator shall offer an opportunity for a hearing to review the 

circumstances of the suspension or expulsion and any other factors the Program Coordinator determines to be 

relevant. 

When withdrawing a student, parents are required to notify the Little Dragons Learning Center in writing, so 

records can be adjusted accordingly to comply with licensing requirements. 

HOURS OF OPERATION  
Early Childhood Education and Child Care Programs operate Monday through Friday from 6:00 am to 6:00 pm. 

Services are provided during the school year except for the following major holidays and school related activity 

days as determined by the Swartz Creek Board of Education. See the final pages of this handbook for the current 

Board adopted calendar. Hours may be shortened if enrollment is low during certain times. 

INCLEMENT WEATHER AND PARENT NOTIFICATIONS  
If Swartz Creek Community Schools are closed because of inclement weather conditions or utility emergencies, 

the Swartz Creek Little Dragons Learning Center will also be closed. All Swartz Creek Community Schools social 
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media platforms will have school closing information. The following local television stations will be notified of 

any school closings: 

Television: CBS - Channel 5 - WNEM, ABC - Channel - 12 WJRT, NBC- Channel 25 - WEYI  

Due to the fact that childcare opens at 6:00 am, there may be times that the center has opened but may be 

closed shortly thereafter due to inclement weather. The Swartz Creek Community Schools govern this decision 

and will notify district families who have opted into receiving alerts and through social media platforms. 

DISTRICT MOBILE APP & COMMUNICATIONS 
Our District has an established mobile app that will be used to view our District website but also generate 

mobile text, voice, and push notifications formerly sent to families via other robocall services. All families are 

encouraged to download our District app available from the Apple or Android app store and set up important 

notification preferences in the app settings. Please note that all users with the app will be automatically placed 

on the text messaging list and will be required to “opt out” through the mobile app if not interested in this 

service. 

DISMISSAL  
No student will be allowed to leave a Little Dragons Learning Center building without being accompanied by a 

parent or a person whose name is on file in the center’s main office. No student will be released to a person 

other than a custodial parent(s) without custodial parent(s) permission.  

If a custodial parent is not available, the center may contact and obtain permission from an alternative person 

listed on the student’s emergency contact list. 

Children are released only to those persons who are on the child’s registration form as authorized for pick-up 

and have a valid photo ID.  The pick-up person should be at least 16 years of age. If a child is to be picked up by 

someone other than an authorized person, the parent must notify the center in writing or by calling as to who 

that person will be and who must meet the requirements listed above. If there is a situation where a child is not 

to be released to a particular person, parents must notify the Program Coordinator as well as listing the 

information on the child’s registration form. Copies of court orders must be on file in the office. 

ARRIVAL AND DEPARTURE 
Parents of children attending the Little Dragons Learning Center Early Childhood Education and Child Care 

Programs must accompany their children to their class and notify the teacher of their presence. Parents seeking 

to be in the classroom for more than five minutes before the beginning of class must get the classroom teacher’s 

approval and complete a volunteer form and PSOR check beforehand. At the end of class, parents are to 

promptly pick up their child and notify the teacher that they are leaving. Children who are dropped off or picked 

up more than five minutes prior to or after the end of class will be charged a Late Fee. To assure the safe arrival 

and departure of your child at any of the Little Dragon Learning Centers, the following procedures must be 

followed: 
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● Parents must notify a caregiver of their child’s arrival or departure each day in person. 
● Children are not to be dropped off in the parking lot or come into the building unattended. 
● All parents, grandparents or other persons picking up a child must possess and be able to show a photo 

ID at the time of picking up their child to a caregiver. 
● When picking a child up from a room, the gym, cafeteria or playground, adults must check in with a 

caregiver and present a photo ID before taking the child. 
● When issues of custody exist, legal paperwork must be on file in the Main Office. 

Parents of children in the child care programs are requested to call the center if they are going to be later than 

usual picking up their child. This allows the staff to assure the child that the parent is safe and explains what is 

causing the delay. Late Fees may still be assessed. To gain access to the Little Dragons Learning Center, you will 

need to use the security access system or doorbell located at the front of each building in which the program is 

being housed. 

FOOD SERVICES 
The Board believes the development of healthy behaviors and habits with regard to eating cannot be 

accomplished by the District alone. It will be necessary for the school staff, in addition to parents and the public 

at large, to be involved in a community-wide effort to promote, support, and model such healthy behaviors and 

habits. Children attending Little Dragons Learning Center Early Childhood Education and Child Care Programs are 

provided breakfast, lunch, and afternoon snacks that meet the children’s nutritional requirements as 

recommended by the State of Michigan’s Child and Adult Care Food Program (CACFP), in accordance with the 

time the children spend at the Center. All students in our Early Childhood Education and Child Care Programs are 

required to participate in family style meals and snacks, ensuring proper social, emotional, and physical 

development. Conversation and independence are encouraged among children during snack and meal times. 

Each year, families are required to complete a Family Size and Income Data Sheet in order for the Center to be 

reimbursed for serving nutritious meals and snacks. Special dietary needs are to be brought to the staff’s 

attention upon registration. Menus are planned in advance, dated, posted and available by request. Menus may 

be subject to daily change. If so, changes will be made to the posted menu in the classroom. Parents are 

welcome to acknowledge their child’s birthday, if desired, and are encouraged to discuss with the staff ideas for 

special treats rather than sugary sweets. Due to certain food allergies, only store bought, prepackaged items are 

allowed. Fire regulations prohibit the use of candles at any of the Little Dragon Learning Centers. 

Any child with food allergies or any food intolerance must present a statement signed by a physician for any 

changes in their dietary needs to the Little Dragons Learning Centers’ Program Coordinator. 

Please review the required posting of the USDA’s anti-discrimination policy provided below: 

The U.S. Department of Agriculture (USDA) prohibits discrimination against its customers, employees and 

applicants for employment on the basis of race, color, national origin, age, disability, sex, gender identity, religion, 

reprisal, and where applicable, political beliefs, marital status, familial or parental status, sexual orientation, or all 

or part of an individual’s income is derived from any public assistance program, or protected genetic information 

in employment or in any program or activity conducted or funded by the Department (Not all prohibited bases 

will apply to all programs and/or employment activities). 
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Michigan Department of Education 

Child and Adult Care Food Program - Where Healthy Eating Becomes a Habit 

Parent Information Sheet 

This care center is a participant in the Child and Adult Care Food Program (CACFP), a United States Department 

of Agriculture (USDA) program. The CACFP provides cash reimbursement to child and adult day care centers for 

nutritious meals and helps children and adults develop and maintain healthy eating habits. The CACFP is 

administered by the Michigan Department of Education (MDE). Through the Child and Adult Care Food Program 

you can be assured each participant is getting balanced, nutritious meals and developing/maintaining healthy 

lifelong eating habits. Proper nutrition throughout life ensures fewer educational and physical problems later in 

life. As a participant in the CACFP, our care center receives reimbursement for serving nutritious meals and 

snacks. Meals and snacks must meet the USDA meal pattern requirements listed below (Child Meal Pattern). 

● Breakfast - Milk, Grain, Fruit, Vegetable or a combination of both 
● Lunch & Supper – Milk, Grain, Vegetable, Fruit (or second vegetable), Meat or Meat Alternate 
● Snack – Serve two different food items from the five following component groups – Milk, Grain, 

 Vegetable, Fruit, Meat or Meat Alternate 

*Children less than one-year-old and Adults Day Services: Foods in the infant and adult meal pattern vary. Please 

request the applicable infant or adult meal pattern requirements from our center. 

MDE is required to verify the enrollment, attendance and meals/snacks typically consumed by children while 

they are in care. MDE staff may contact you regarding your child’s participation in our child care center. If you 

have any questions about the Child and Adult Care Food Program, please contact: 

Swartz Creek Food Services  

8354 Cappy Lane, Swartz Creek, MI 48473 

(810) 591-1858 

Child and Adult Care Food Program 

Michigan Department of Education 

(810) 591-1858 P.O. Box 30008 

Lansing, Michigan 48909 

(517) 373-7391 

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and 

policies, the USDA, its agencies, offices, and employees, and institutions participating in or administering USDA 

programs are prohibited from discriminating based on race, color, national origin, sex, disability, age, or reprisal 

or retaliation for prior civil rights activity in any program or activity conducted or funded by USDA. 

Persons with disabilities who require alternative means of communication for program information (e.g. Braille, 

large print, audiotape, American Sign Language, etc.), should contact the Agency (State or local) where they 

applied for benefits. Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA 

through the Federal Relay Service at (800) 877-8339. Additionally, program information may be made available 
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in languages other than English. 

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, 

(AD-3027) (http://www.ascr.usda.gov/complaint_filing_cust.html) online, and at any USDA office, or write a 

letter addressed to USDA and provide in the letter all of the information requested in the form. To request a 

copy of the complaint form, call 866-632-9992. Submit your completed form or letter to USDA by:  

● Mail: U.S. Department of Agriculture, Office of the Assistant Secretary for Civil Rights, 1400 

Independence Avenue, SW, Washington, D.C. 20250-9410;  
● Fax: 202-690-7442; or  
● Email: program.intake@usda.gov 

This institution is an equal opportunity provider. 

 
S:CACFP/FORMS/PARENT INFORMATION SHEET CENTERS 

REV 8/2014 

IMMUNIZATIONS 
Students must be current with all immunizations required by law or have an authorized waiver from State 

immunization requirements. If a student does not have the necessary shots or waivers, the Program Coordinator 

may remove the student or require compliance with a set deadline. This is for the safety of all students and in 

accordance with State law. Any questions about immunizations or waivers should be directed to the Genesee 

County Health Department. 

State regulations require the Little Dragons Learning Center to obtain, and keep on file, health information on all 

children enrolling in Early Childhood Education and Child Care Programs. Parents of children enrolled in these 

programs must submit a record of current immunizations and an evaluation of their child’s health signed by a 

licensed physician before the first day of attendance. Exceptions are granted only where such health practices 

are against the religious beliefs of the family, in which case school-age children who attend a Little Dragons 

Learning Center must submit a record of current immunizations and an evaluation of their child’s health before 

the first date of attendance in accordance with State Licensing Regulations. 

The Swartz Creek Community Schools, in accordance with the Department of Public Health, Act #368, Section 

9201, Immunization Requirements, are enforcing the state’s minimum immunization standards, which are stated 

as follows: 

● All students may be immunized against the following diseases: diphtheria, pertussis (whooping cough), 

tetanus, polio, rubella (German measles), mumps, haemophilus influenzae Type b (HIB), hepatitis B, 

pneumococcal conjugate (PCV7) and varicella (chicken pox).  
● Children enrolled in child care centers must be vaccinated for varicella (chicken pox) or show proof of 

immunity. Children may receive vaccines after their first birthday. A parent’s statement that the child 

has had chicken pox is sufficient documentation. Students identified as not having the proper 
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immunizations will be excluded from attending the Center unless arrangements have been made to 

obtain the proper immunizations, or a religious exemption form signed by the Health Department is on 

file. 
● Parents may  reference the required vaccines from the following document from the Michigan 

Department of Health & Human Services: Vaccines Required For School Entry In Michigan. 
● Parents who choose not to have their child receive one or more required immunizations for nonmedical 

reasons must obtain a certified State of Michigan Nonmedical Immunization Waiver through the local 

health department. 
 

CHILD GOOD HEALTH, ACCIDENTS, AND INCIDENT 
The Board has established a policy that every student must have an Emergency Medical Authorization Form 

completed and signed by his/her parents in order to participate in any activity off school grounds. The 

Emergency Medical Authorization Form is provided at the time of enrollment and at the beginning of each year. 

Failure to return the completed form to the school will jeopardize a student's educational program. If a child 

becomes ill while at the Center, the child will be taken to the Main Office and the parent will be contacted. 

Provisions will be made for the child to rest comfortably, and be supervised while waiting for a parent or 

designated person to come. Sick children cannot be brought to the Center. If the child is too sick to go to school 

or too sick to play outdoors, the child should not come to the Center. 

Any of the following are reasons to keep the child at home: 

● Fever of 100 degrees or higher (may return after 24 hours of maintaining a normal temperature without 

medication) 
● Heavy nasal discharge 
● Constant coughing 
● Rash 
● Vomiting/diarrhea the night before or prior to attendance 
● Earache 
● Sore throat 
● Red or watery eyes 
● Contagious disease 
● Draining sores 
● Head lice or untreated nits 

A student who becomes ill during the school day will be taken to the Main Office by a teacher or staff member. 

An appropriate adult in the Main Office will determine whether or not the student should remain in school or go 

home. If it is determined a student should go home, a parent will be contacted and appropriate arrangements 

will be made. 

All injuries must be reported to a teacher or the office. If minor, the student will be treated and may return to 

class. If medical attention is required, the office will follow the District’s emergency procedures. If a child 

sustains a minor injury (scraped knee, scratch, bruise, etc.) while at the Center, the child will be given 

appropriate first aid. The caregiver will complete an Ouch Report and provide a copy to the parent when the 
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child is picked up. Whenever possible, the caregiver will also contact the parent prior to pickup to inform them 

of the injury. If it is the judgment of the staff that a child sustains a major injury and is in need of immediate 

medical attention, the parent will be contacted immediately. If necessary, the paramedics will be called to the 

Center and then the parent will be contacted by the Center’s Main Office staff. 

All outdoor playground equipment used by children attending a Little Dragon Learning Center will be inspected 

by a licensed playground inspector. Per the State of Michigan’s Licensing Rules for Child Care Centers, school age 

children under our care may only use approved playground equipment at a school building that meets the child 

care licensing playground safety requirements. 

 

If there is an allegation of inappropriate discipline, contact, or supervision, a parent will be called by the Center’s 

Main Office staff and a full investigation will be completed as required by the Swartz Creek Community Schools’ 

Bylaws and Policies. 

USE OF MEDICATIONS 
In those circumstances where a student must take prescribed and over the counter medication during Before 

and Aftercare, the following guidelines are to be observed: 

● Parents should, with their physician's counsel, determine whether the medication schedule can be 

adjusted to avoid administering medication during Before and Aftercare hours. 
● Parents who wish to have any type of prescription or non-prescription medication dispensed to their 

child must provide written authorization to the Little Dragon Learning Center by completing a 

Medication Permission and Instructions Form (BCAL-1243 Form) and having it on file in the LDLC’s Main 

Office. 
● Due to state licensing, the Little Dragons Learning Centers will be using the state-level required form for 

all medication requests and authorization for any non-elementary school student in our District 

program(s). These records will always be maintained on site in the school or Learning Center Main 

Office. Parents can obtain a Medication Permission & Instructions Form (BCAL-1243) by clicking on the 

linked form. 
● All medications must be registered with the Center’s Main Office and is to be in the original prescription 

container with the student's name, prescribing doctor, name of medication, and dosage  displayed on 

the container. 
● Medication must be brought to the Main Office by a parent and will be properly secured. Medication 

MAY NOT be sent to the center in a student's pocket, backpack, coat, or other means on or about 

his/her person, and must be given to the main office in conjunction with notifying the child’s classroom 

teacher, especially those emergency medications for allergies and/or allergic reactions. 
● Any unused medication will be returned to the parent by the center's Main Office personnel when a 

prescription is no longer to be administered or at the end of a school year. 
● A log for each prescribed medication shall be maintained by the center’s Main Office and Dragon 

Learning Center staff which will note the personnel giving the medication, the date, and the time of day. 

This log will be maintained along with the physician's written instructions on the original medication 

container and the parent's written permission release on a BCAL-1243 Form. 
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● The Little Dragon Learning Centers will be able to dispense baby wipes and bee sting relief wipes as 

needed if a Non-Prescription Medication Form is signed and submitted to the Little Dragon Learning 

Centers’ Main Office. 

INFECTIOUS AND COMMUNICABLE DISEASES 
Please notify the school if your child has contracted an infectious or communicable disease and fax a doctor’s 

statement. The school is obligated to report all communicable diseases to the Genesee County Health 

Department each week. Additional details can be provided to you upon the LDLC receiving the doctor’s note 

regarding your child’s health status, especially his/her ability to return to regular programming. Please reference 

the following online resource: 

Center For Disease Control (CDC) https://www.cdc.gov/. 

Please use the search function or index on the CDC homepage to learn about the health condition involved. 

Special Note: When children experience a fever, vomiting, and diarrhea, they may return to school after having 

these symptoms have stopped and they maintain a normal temperature for 24 hours without medication. 

CONTROL OF CASUAL-CONTACT COMMUNICABLE DISEASES  
Because a school has a high concentration of people, it is necessary to take specific measures when the health 

or safety of the group is at risk. Our professional staff has the authority to remove or isolate a student who has 

been ill or has been exposed to a communicable disease. Specific diseases include; diphtheria, scarlet fever, 

strep infections, whooping cough, mumps, measles, rubella, and other conditions indicated by the local and 

State Health Department. Any removal would be for the duration of the affected child’s contagious period to 

safeguard the health and safety of all concerned. 

CONTROL OF NON-CASUAL CONTACT COMMUNICABLE DISEASES 
In the case of non-casual contact, communicable diseases, the school still has the obligation to protect the 

safety of the staff and students. In these cases, the person in question will have his/her status reviewed by a 

panel of resource people, including the County Health Department, to ensure that the rights of the person 

affected and those in contact with that person are respected. The school will seek to keep students and staff 

persons in school unless there is definitive evidence to warrant exclusion. Non casual-contact communicable 

diseases include sexually transmitted diseases, AIDS (Acquired Immune Deficiency Syndrome), ARC-AIDS Related 

Complex (condition), HIV (Human-immunodeficiency), HAV, HBV, HCV (Hepatitis A, B, C); and other diseases that 

may be specified by the State Board of Health. 

As required by Federal law, parents will be requested to have their child's blood checked for HIV, HBV, and other 

blood-borne pathogens when the child has bled at school and students or staff members have been exposed to 

the blood. Any testing is subject to laws protecting confidentiality. 
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DISCIPLINE  
It is the policy of the Little Dragons Learning Center to promote the development of children’s consciences and 

self-control through positive guidance techniques. Age appropriate methods such as: modeling and encouraging 

expected behavior, redirecting children to an acceptable activity, anticipation of and elimination of potential 

problems, setting clear and consistent limits, involving children in establishing rules and in problem solving of 

misbehavior, and meeting with a child who is having problems. In the instance of biting, each incident will be 

handled on an individual basis. 

As children’s capabilities increase, they are guided to become responsible for their own actions and grow in 

respect for the rights and feelings of other people and property. Conflicts are viewed as learning opportunities 

for children to develop skills such as cooperation, negotiation, and communication with the person involved. 

The following steps are taken when resolving conflicts: 

● Approaching calmly, stopping any hurtful actions  
● Acknowledgement of the child’s feelings 
● Gathering information 
● Restating the problem 
● Asking the children for ideas for solutions and choosing one together. 
● Giving follow up support and resources 

When serious behavior issues arise: 

● Conference with parents to discuss further action. 
● Parents of tuition paid programs will be expected to remove the child from the Center. 
● Parents are asked not to use physical punishment, such as spanking, on the child care premises. By law, 

as mandated reporters, Protective Services must be called if the Center suspects physical abuse of a 

child. 

To prevent conflict, our center will provide: 

● Spacious work areas with enough materials for all children 
● Predictable daily routine 
● Children carrying out their own plans during work time 
● Children having choices during group times and transitions 
● Group activities being planned around children’s interests 
● Little or no waiting before getting started on activities 
● Adults helping children identify and express their feelings 
● Adults making daily observations and anecdotal notes about children 
● Utilizing calm down areas 

 

Children may be terminated from paid programs for the following reasons: 

● Past due account. Your account must remain current for your child to attend 
● Serious inappropriate or disruptive behavior 
● Presents a high safety risk to self, students, and/or staff 
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Suspension from the program: 

● Every effort will be made to modify inappropriate behavior using the procedures outlined in the 

discipline policy. In the event that these methods are no longer effective, the Program Coordinator 

maintains the right to suspend any student that exhibits inappropriate or disruptive behavior that 

interferes with other children’s safety or the quality of the child care program. GSRP children must not 

be excluded or expelled from classroom programming. 

CLOTHING, PERSONAL POSSESSIONS, AND VALUABLES 
It is the Little Dragon Learning Center’s belief that children benefit from even a short trip outside in winter 

weather. We ask that you have your child bring appropriate clothing for both inside and outside, every day you 

bring them to school. This includes for winter a warm coat, snow pants, boots, mittens and a hat. Children are 

required to bring in an extra set of outside winter clothing to be kept in the classroom. We strongly encourage 

children to wear closed toe shoes for outdoor play. Children are responsible for storing their clothing, tote bags, 

lunch pails, etc. All parents are advised to label clothing and other personal possessions whenever possible. 

Children in all of our Early Childhood Education and Child Care Programs will be given an opportunity to rest on a 

cot provided by the Center every afternoon they are in attendance. Parents are requested to provide their 

children with a small blanket and pillow to use during rest periods and to clean the items each week. Specific 

licensing regulations and requirements set forth by the State of Michigan will govern the proper use of these 

items during rest time. Students should not bring items of value to the Center. Items such as jewelry, expensive 

clothing, electronic equipment, and the like, are tempting targets for theft and extortion and can get broken 

very easily. The Center cannot be responsible for their safe-keeping and will not be liable for loss or damage to 

personal valuables. 

Toys and electronic devices should not be brought to the Little Dragon Learning Centers. The Center cannot be 

responsible for lost or broken items. No trading cards and toy weapons such as guns, knives, etc. are allowed. 

Electronic hand-held games or tablets are permitted provided they are part of a student reward plan 

acknowledged by the teacher. Due to their developmental level, it is requested that children enrolled in Early 

Childhood Education and Child Care Programs keep their toys at home; however, books to share are always 

welcome. 
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PHOTOS 
Parent’s permission for photographs is part of the enrollment process. Any objections are to be brought to the 

attention of the Little Dragon Learning Center Program Coordinator or enrollment staff at the time of 

enrollment. 

LOST AND FOUND 
There is a designated lost and found area for each building. Students and parents who have lost items should 

check there and may retrieve their items if they give a proper description. Unclaimed items will be given to 

charity at the end of each school year. 

 

FIELD TRIPS 
Field trips are academic activities that are held off school grounds. There are also other trips that are part of the 

Center’s co-curricular and extracurricular program. No student may participate in any school-sponsored trip 

without parental consent and medical release on file. Attendance rules apply to all field trips. 

PARENT INVOLVEMENT AND VISITORS 
The Center recognizes the importance of the children’s families and has developed strategies to work effectively 

with them. Throughout the year, parents are encouraged to: spend a few minutes each day talking with staff; 

request a conference at any time; share special skills, interests, and materials; repair and make equipment; 

serve on an advisory committee; and/or bring thoughts, suggestions, and concerns to parent meetings. The 

success of the Center depends on the cooperative effort of the children, parents, and staff. Parents are informed 

about the Center’s programs through text alerts, brochures, newsletters, bulletin boards, and memos. All 

communication is based on the concept that parents are the principle influence in children’s lives. 

Visitors, particularly parents, are welcome at the Center. In order to properly monitor the safety of students and 

staff, each visitor must report to the Center’s Main Office upon entering the school, provide identification via a 

Michigan Driver’s License or state identification card and sign-in to obtain a pass. Volunteers and staff are 

screened through the PSOR (Public Sex Offender Registry). If a volunteer or staff member appears on the PSOR, 

they will not have access to children. Any visitor found in the building without a pass shall be reported to the 

Center’s Program Coordinator. If a person wishes to confer with a member of the staff, he or she should call for 

an appointment prior to coming to the Center, in order to schedule a mutually convenient time. 

FIRE, SEVERE WEATHER, & VIOLENT CRITICAL INCIDENT DRILLS 
The school complies with all fire safety laws and will conduct fire drills in accordance with State law. Specific 

instructions on how to proceed will be provided to students by their teachers who will be responsible for safe, 

prompt, and orderly evacuation of the building. Severe weather drills will be conducted during the school year 

using the procedures provided by the State. The alarm signal for tornadoes is different from the alarm signal for 

fires and consists of a public address announcement. Violent critical incident drills, in which the students are 

restricted to the interior of the school and the building secured, will occur at least three times each school year. 
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The alarm signal for the school to initiate ALICE strategies is different from the alarm signal for fires and 

tornadoes and consists of a public address announcement with specific information regarding the perceived 

threats. 

INDIVIDUALS WITH DISABILITIES 
The Americans with Disabilities Act (A.D.A.) and Section 504 of the Rehabilitation Act provide that no individual 

will be discriminated against on the basis of a disability. This protection applies not just to the student, but to all 

individuals who have access to the District’s programs and facilities. A student can access special education 

services through the proper evaluation procedures. Parent involvement in this procedure is important and 

required by Federal (IDEA) and State law. Please contact the District’s Director of Student Services, at (810) 591-

2389 to inquire about evaluation procedures and programs. 

 

LIMITED ENGLISH PROFICIENCY 
Limited proficiency in the English language should not be a barrier to equal participation in the instructional or 

extra-curricular programs of the District. It is, therefore, the policy of this District that those students identified 

as having limited English proficiency will be provided additional support and instruction to assist them in gaining 

English proficiency and in accessing the educational and extra-curricular program offered by the District. Parents 

should contact the school administration to inquire about evaluation procedures and programs offered by the 

District. If at any time parents would like to speak with a school staff member or have a conference using 

translation, please ask for translation or for LANGUAGE LINES TRANSLATION SYSTEM. 

STUDENT RECORDS 
The School District maintains many student records including both directory information and confidential 

information. Neither the Board nor its employees shall permit the release of the social security number of a 

student or other individual except as authorized by law. Documents containing social security numbers shall be 

restricted to those employees who have a need to know that information or a need to access those documents. 

When documents containing social security numbers are no longer needed, they shall be shredded by an 

employee who has authorized access to such records. 

DIRECTORY INFORMATION 
Directory information can be provided upon request to any individual, other than a for-profit organization, even 

without the written consent of a parent. Parents may refuse to allow the Board to disclose any or all of such 

“directory information” upon written notification to the Board. For further information about the items included 

within the category of directory information and instructions on how to prohibit its release you may wish to 

consult the Board’s annual Family Education Rights and Privacy Act (FERPA) notice which is listed below and can 

also be found in the August edition of the District’s newsletter The Dragon Connection. 

FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA) 
In compliance with the Federal Family Educational Rights and Privacy Act of 1974, notice is hereby given that the 
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school district intends to release the following student directory information: Name, address, date and place of 

birth, participation in officially recognized activities and sports, weight and height of members of athletic teams, 

dates of attendance, major field of study, date of graduation, awards and recognitions received, honor rolls, 

scholarships, and telephone numbers only for inclusion in school or PTO directories. 

 

Parents and eligible students may refuse to allow the District to disclose any or all of such “directory 

information” upon written notification to the District within 14 days after receipt of the District’s public notice.  

All questions, requests for information, or complaints relating to the Family Education Rights and Privacy Act in 

Swartz Creek Community Schools should be directed to: 

John Mertz 
Interim Director of Human Resources 

 
Erin North 

Executive Director of Curriculum, Instruction, & Continuous Improvement 

 

Swartz Creek Community Schools 

8354 Cappy Lane Swartz Creek, MI 48473 

Phone: (810) 591-2300 Fax: (810) 591-2784 

Other than directory information, access to all other student records is protected by FERPA and Michigan law. 

Except in limited circumstances as specifically defined in State and Federal law, the District is prohibited from 

releasing confidential education records to any outside individual or organization without the prior written 

consent of the parents, or the adult student, as well as those individuals who have matriculated and entered a 

postsecondary educational institution at any age. 

Confidential records include test scores, psychological reports, behavioral data, disciplinary records, and 

communications with family and outside service providers. Students and parents have the right to review and 

receive copies of all educational records. Costs for copies of records may be charged to the parent. To review 

student records please provide a written notice identifying requested student records to the building 

administrator. You will be given an appointment with the appropriate person to answer any questions and to 

review the requested student records. Parents and adult students have the right to amend a student record 

when they believe that any of the information contained in the record is inaccurate, misleading or violates the 

student’s privacy. A parent or adult student must request the amendment of a student record in writing and if 

the request is denied, the parent or adult student will be informed of their right to a hearing on the matter. 

Individuals have a right to file a complaint with the United States Department of Education if they believe that 

the District has violated FERPA. Consistent with the Protection of Pupil Rights Amendment (PPRA), no student 

shall be required, as a part of the school program or the District’s curriculum, without prior written consent of 

the student (if an adult, or an emancipated minor) or, if any unemancipated minor, his/her parents, to submit to 

or participate in any survey, analysis, or evaluation that reveals information concerning: 

● Political affiliations or beliefs of the student or his/her parents 
● Mental or psychological problems of the student or his/her family 
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● Sex behavior or attitudes 
● Illegal, anti-social, self-incriminating or demeaning behavior 
● Critical appraisals of other individuals with whom respondents have close family relationships 
● Legally recognized privileged and analogous relationships, such as those of lawyers, physicians, and 

ministers 
● Religious practices, affiliations, or beliefs of the student or his/her parents 
● Income (other than that required by law to determine eligibility for participation in a program or for 

receiving financial assistance under such a program) 

Consistent with the PPRA and Board policy, the Superintendent shall ensure that procedures are established 

whereby parents may inspect any materials used in conjunction with any such survey, analysis, or evaluation. 

Further, parents have the right to inspect, upon request, a survey or evaluation created by a third party before 

the survey/evaluation is administered or distributed by the school to the student. The parent will have access to 

the survey/evaluation within a reasonable period of time after the request is received by the Program 

Coordinator or building principal. The Superintendent will provide notice directly to parents of students enrolled 

in the District of the substantive content of this policy at least annually at the beginning of the school year, and 

within a reasonable period of time after any substantive change in this policy. In addition, the Superintendent is 

directed to notify parents of students in the District, at least annually at the beginning of the school year, of the 

specific or approximate dates during the school year when the following activities are scheduled or expected to 

be scheduled: 

● Activities involving the collection, disclosure, or use of personal information collected from students for 

the purpose of marketing or for selling that information for otherwise providing that information to 

others for that purpose; and 
● The administration of any survey by a third party that contains one or more of the items described 

above. 

The Student Privacy Policy Office in the U. S. Department of Education administers both FERPA and PPRA. 

Parents and/or eligible students who believe their rights have been violated may file a complaint with: 

U.S. Department of Education 

Student Privacy Policy Office 

400 Maryland Ave, SW 

Washington, DC 20202-8520 

General inquiries may be placed with the Student Privacy Policy Office regarding FERPA or PPRA via the linked 

“Contact” page on their departmental website. 

 

STUDENT PRIVACY AND PARENTAL ACCESS TO INFORMATION  
The Board of Education respects the privacy rights of parents and their children. No student shall be required as 
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a part of the school program or the District’s curriculum, without prior written consent of the student, (if an 

adult or an emancipated minor) or, if an unemancipated minor, his/her parents, to submit to or participate in 

any survey, analysis, or evaluation that reveals information concerning:  

● Political affiliations or beliefs of the student or his/her parents 
● Mental or psychological problems of the student or his/her family 
● Sex behavior or attitudes 
● Illegal, anti-social, self-incriminating or demeaning behavior 
● Critical appraisals of other individuals with whom respondents have close family relationships 
● Legally-recognized privileged and analogous relationships, such as those of lawyers, physicians, and 

ministers 
● Religious practices, affiliations or beliefs of the student or his/her parents 
● Income (other than that required by law to determine eligibility for participation in a program or for 

receiving financial assistance under such a program) 
The Superintendent shall ensure that procedures are established whereby parents may inspect any materials 

used in conjunction with any such survey, analysis, or evaluation. Further, parents have the right to inspect, 

upon request, a survey or evaluation created by a third party before the survey/evaluation is administered or 

distributed by the school to the student. The parent will have access to the survey/evaluation within a 

reasonable period of time after the request is received by the Program Coordinator or building principal. 

To insure the right of parents, the Board directs building and program administrators to: 

● Notify parents in writing of any surveys, analyses, or evaluations, which may reveal any of the 

information, as identified above, in a timely manner, and which allows interested parties to request an 

opportunity to inspect the survey, analysis, or evaluation; and the administrator to arrange for 

inspection prior to initiating the activity with students. 
● Allow the parents the option of excluding their student from the activity. 
● Report collected data in a summarized fashion which does not permit one to make a connection 

between the data and individual students or small groups of students. 
● Treat information as identified above as any other confidential information. 

Additionally, parents have the right to inspect, upon request, any instructional material used as part of the 

educational curriculum of the student. The parent will have access to the instructional material within a 

reasonable period of time after the request is received by the Center’s Program Coordinator. The term 

instructional material means instructional content that is provided to a student, regardless of its format, 

including printed and representational materials, audio-visual materials, and materials in electronic or digital 

formats (such as materials accessible through the Internet). The term does not include academic tests or 

assessments. 

The Board will not allow the collection, disclosure, or use of personal information collected from students for 

the purpose of marketing or for selling that information (or otherwise providing that information to others for 

that purpose). The Superintendent is directed to provide notice directly to parents of students enrolled in the 

District of the substantive content of this policy at least annually at the beginning of the school year, and within 

a reasonable period of time after any substantive change in this policy. In addition, the Superintendent is 
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directed to notify parents of students in the District, at least annually at the beginning of the school year, of the 

specific or approximate dates during the school year when the following activities are scheduled or expected to 

be scheduled:  

● Activities involving the collection, disclosure, or use of personal information collected from students for 

the purpose of marketing or for selling that information (or otherwise providing that information to 

others for that purpose); and 
● The administration of any survey by a third party that contains one or more of the items described in A 

through H above (Please reference Board Policy 5309). 

 

REVIEW OF INSTRUCTIONAL MATERIALS AND ACTIVITIES 
Parents have the right to review any instructional materials being used in the Center. They also may observe 

instruction in any class. Any parent who wishes to review materials or observe instruction must contact the 

Center’s Program Coordinator prior to coming to the school. Parents’ rights to review teaching materials and 

instructional activities are subject to reasonable restrictions and limits. 

SECURITY AND VIDEO SURVEILLANCE 
The Board of Education provides notice to all students, the public and its employees of the potential use of video 

surveillance and electronic monitoring in order to protect District property, promote security and protect the 

health, welfare, and safety of students, staff and visitors. Every effort shall be made to apprehend those who 

knowingly cause serious physical harm to students, staff, visitors and District property and to require 

prosecution of those who bring harm to persons and property. The Board will seek repairs to rectify the damage 

or payment of a fee to cover repairs. A reward may be offered for apprehending such persons. Appropriate 

authorities may be contacted in the case of serious offenses. Only appropriate district personnel will be allowed 

to view camera footage. Students and parents will not be allowed to view camera footage due to student 

privacy. 

Video surveillance will not be used in bathrooms, although these areas may be placed under surveillance by 

individuals of the same sex as the occupants of the bathrooms. The District will post signs at the main entrances 

to buildings stating that video surveillance cameras are in use to monitor activity within buildings for security 

purposes. All building practices and use of video surveillance camera systems will comply with Board Policy 3104 

- School Cameras and Monitoring and Board Policy 5805 - Student Audio & Video Recording. 

 

PREPAREDNESS FOR TOXIC AND ASBESTOS HAZARDS 
The District is concerned for the safety of students and attempts to comply with all Federal and State Laws and 

Regulations to protect students from hazards that may result from industrial accidents beyond the control of 

school officials or from the presence of asbestos materials used in previous construction. A copy of the District’s 

Preparedness for Toxic Hazard and Asbestos Hazard Policy and asbestos management plan will be made available 
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for inspection at the Board offices upon request. 

COMPUTER TECHNOLOGY AND NETWORKS 
The Board of Education is committed to the effective use of technology to enhance both the quality of student 

learning and the efficiency of operations within the school system. However, the use of the District’s network 

and technology resources by students is a privilege, not a right. As a prerequisite, students and their parents 

must sign and submit a Student Network and Internet Acceptable Use and Safety Agreement in accordance with 

Board Policy 5208 - Student Acceptable Use & Internet Safety Policy. 

Failure to abide by all of the terms of the agreement may lead to termination of the student’s computer account 

and possible disciplinary action as outlined in the Student Code of Conduct or referral to law enforcement 

authorities.  

 

Copies of the School District’s Student Network and Internet Acceptable Use and Safety Policy and the requisite 

student and parent agreement will be distributed at the beginning of the school year. Since this policy relates 

only to elementary-age children enrolled in the Little Dragon Learning Center Programs, the Student Network 

and Internet Acceptable Use and Safety Agreement forms completed by these students at their associated 

elementary school will extend to include technology use at any and all Little Dragons Learning Centers. 


