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Program Philosophy & Approach (R 400.8146) 

Our Mission and Vision 

We embody inclusion, innovation, and environmental stewardship in entrepreneurship and 
education in order to make a more equitable world. We strive to facilitate innovative, play-based 
early childhood education promoting interpersonal relationships, equity and inclusion, nature 
exploration and environmental stewardship. We envision an equitable world where all people 
are 
respected as capable, competent and empowered citizens of the planet. 

About Our Schools 

Apple Playschools is a non-profit organization comprised of two specialty playschool programs: 
Green Apple Garden Playschools (Lower and Upper School) and Manzanitas Spanish 
Immersion Playschool. We also provide school-aged Spanish language and nature-based 
experiences.  
 
While our schools are located at different sites, we share core beliefs that grow from our social 
justice branches: Respecting Authentic Childhood, Environmental Education and Stewardship, 
Equity and Inclusion, and Collaborative Community. Global Citizenship, Green Apple Garden 
Playschools focus on authentic childhood and environmental stewardship. Program Directors 
and school staff are supported by shared infrastructure and administrative staff. 

 

 
 

Apple Playschools believes in welcoming people of all cultures, traditions, genders, races, 
ethnic origins, abilities, ages, nationalities, national origins, sexual orientations, religions or 
beliefs, marital status, and economic status. Our employment practices are founded in a 
passion for intersectional feminism and inclusion. Apple Playschools is particularly passionate 
about empowering our employees financially, through above-industry compensation packages, 
financial literacy, and a commitment to changing the view of our profession as early childhood 
educators. We also believe in complexity and nuance, and in working hard to understand issues 
and identities that are oversimplified or fraught with controversy. 
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Curriculum & Anti-Bias Education 
Apple Playschools deeply values the importance of PLAY.  Our schools use a  play-based, 
emergent curriculum inspired by the Reggio Emilia approach, which includes elements such as 
long-term child-led projects and community collaboration, and our Social Justice Branches. Our 
curriculum includes play-based invitations and provocations designed to deepen children’s 
natural curiosity as they explore and revise their theories about the world. We offer a balanced 
daily routine, which nurtures children’s abilities to develop skills in the following areas: gross 
motor, fine motor, social, emotional, critical thinking, language/communication, early literacy, 
early numeracy, independence and autonomy. Our teachers utilize ongoing observations and 
developmental assessments to inform their curriculum and identify children’s strengths and 
areas for growth.  

Social Justice Branches 
Respecting Authentic Childhood: Our primary goal at 
Apple Playschools is always to support and respect 
authentic childhood experiences. Our programming and 
interactions with the children are based on the 
knowledge that play is the most important work of the 
child, and that beautiful and meaningful spaces are 
integral to the successful growth and development of 
each child. 
 
Equity & Inclusion: Equity and inclusion are integrated 
throughout every aspect of our organization. With the 
children and families, anti-bias education is woven 
throughout the curricula and learning environments; this 
is evident in the books and resources we select, the 
language we use, and more.  
 
Global Citizenship: We equip children (and adults) 
with multiple languages so that they are better able to 

think flexibly and move through the global community with greater fluency, respect, and 
adaptability. We are also curious about cultures and languages around the world, and find ways 
to incorporate “best practices” from all over the globe and across traditions to create a 
high-quality and inclusive community. Finally, we are mindful of the ways in which our 
“global-mindedness” impacts native languages, cultures, and traditions around the world. We 
strive to have a positive impact with all people and nations we encounter. 
 
Environmental Education, Stewardship & Justice: We are deeply committed to both 
restoring and preserving the Earth. We value people and the planet we share. From our 
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pollinator gardens and native habitat restoration efforts, to our cloth towels and local, organic 
foods, we strive daily to make the earth a safe, habitable and environmentally just planet for 
generations to come. 
 
Collaborative Community Involvement: We believe that we actively shape and are shaped by 
our communities, and strive to participate in and contribute meaningfully to ours. Cultivating 
partnerships with fellow businesses and nonprofits, inviting feedback and input from staff and 
families, and providing staff with paid volunteer days to engage with causes they care about are 
just a few ways we accomplish this goal.  

Celebrating Holidays 
At Apple Playschools we love to celebrate the major milestones in each child’s life, and mark 
the changes in seasons joyfully! Families are welcome to share traditions and celebrations that 
are meaningful to them through stories and songs, special meals, or field trips. We use 
Anti-Bias Education for Young Children and Ourselves, by Louise Derman-Sparks and Julie 
Olsen Edwards, to guide us as we recognize the joys of celebrating holidays, as well as 
challenges such as perpetuating privilege and excluding others. Please consult with your 
Program Director for support if you are interested in collaborating on a celebration at school. 
 
In addition, children, families and teachers look forward to these annual events: 

● Play for Peace 
● Apple Festival  
● Mud Day 
● Fiesta de la Familia  
● Preschool and Kindergarten Graduations 

Our Learning Process 
At Apple Playschools we know that children naturally learn through play. Our staff facilitate 
learning through engaging, playful experiences. We collaborate with children through emergent 
and long-term projects. Here is our guide for how children acquire knowledge through their play 
and exploration. 

 
Step One: Exploration 
Children engage in self-directed exploration. They discover new 
materials and experiences in learning environments that created by 
nature and carefully cultivated by our teachers. 
 
Step Two: Inquiry 
Children ask questions about the subject matter they are interested 
in. They express their questions directly as well as through art and 
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conversation with their classmates and teachers. Children have hands-on experiences which 
allow them to delve deeper into their questions. 

Step Three: Investigation 
Children seek answers to questions through books, songs, activities, 
and observing and talking with peers. Teachers are available as 
co-researchers and strive to document children’s findings through 
art, photography, and written narratives. 
 
Step Four: Representation 
Children represent their long-term project or investigation with an 
exhibit, presentation, or other visual showcase or knowledge 
gained. Families are often invited to participate. 
 

Step Five: Integration 
Children integrate knowledge gained throughout their lives. They find commonalities in 
unexpected places and delight in new discoveries. 

School Holidays and Regular Closures 
Families must find alternate care on days our schools are closed for vacation and in-service. 
Time off is essential for our staff. In addition, school closures allow us to complete mandatory 
training and continuing education as well as make building improvements and maintenance 
without children in the schools. 
 
A current school calendar is available on our website. 
 
As a general rule, Apple Playschools is closed on the following days: 
 
Full Day Closures Closure at 12:30 for Professional 

Development 
● Labor Day 
● Thanksgiving 
● Thanksgiving Friday  
● Martin Luther King Jr. Day 

(In-Service for Teachers) 
● Memorial Day  
● Independence Day 

● One Friday in Mid-June (In-Service for 
Teachers) 

 
 

Week+ Closures 
● Winter Break (Late December-Early January, usually following Ann Arbor Public 

Schools)-Staff Vacation and In-service 
● Spring Break (Usually in late March or Early April following Ann Arbor Public 

Schools)-Staff Vacation 
● Fall Break (Usually last week of August, the week previous to Ann Arbor Public 

Schools Opening)-Staff Vacation and In-service 
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Child Policies 

Required Paperwork (R 400.8143) 

Per state licensing guidelines, all paperwork must be received at least 
TWO WEEKS BEFORE your child’s first day. This includes the Health 
Appraisal Form which must be signed by your child’s physician. Please 
give your paperwork to the Program Director. Your child will not be 
allowed to attend until the paperwork arrives. Please contact your 
child’s Program Director via email two weeks before your child’s first day 
if your family needs an extension to this deadline. Apple Playschools 
cannot guarantee an extension.  

Daily Packing List 
You may leave these items on your child’s hook or in their cubby, but please be sure to check 
often to replenish these supplies. Please label, label, label everything you bring! If your child’s 
items are not labeled, our teachers may use a permanent marker to label them as needed. 

 
● Three (3) full changes of clothing: This includes shirt, pants, underwear and socks. 
● Appropriate outerwear: We will be exploring the outside, rain, snow or shine! For 

example: during the winter your child will need a set of waterproof mittens/gloves and hat 
that can be left at the center for your child’s use. We will send out reminders about 
appropriate weather gear seasonally.  

● Nap/Rest Items: If your child is joining us for the afternoons, please send a pillowcase 
filled with a fitted crib sheet and warm blanket no larger than 3’x5.’ Children will sleep on 
individual mats or in cribs (infants). If your child also has a lovey, they may bring it. Your 
child’s pillowcase of nap items should be brought home each week for laundering. 

● Diapers and Wipes: If your child is still in diapers, please send diapers and wipes, wet 
bag, etc. Wet bags with cloth diapers must be taken home daily to be laundered. 

● Wet/Dry Bag: For wet or dirty clothes.  
● Lunchbox and water bottle/ sippy cup  
● Milk Bottles: All bottles of milk/formula must be labeled with child’s full name and the 

date prepared. Bottles must be taken home to wash daily.  
● Indoor Shoes: Slippers or indoor shoes to stay at school (optional) 
● Small backpack or bag: To hold all of your child’s belongings 

Food Service Policy - Snacks and Lunches (R 400.8330; R 400.8340; R 400.8146) 

 
Apple Playschools provides morning and afternoon snacks each day. Snacks are local and 
organic as much as possible, and are seasonal, nutrient-rich and wholesome. The majority of 
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our snacks are plant-based, though sometimes dairy is provided 
such as cheese or yogurt. We will accommodate special diets and 
food allergies as needed – all programs are allergy aware and no 
nuts or tree nuts are permitted in the buildings.  
 
Lunches are provided by families. Each child must bring their own 
lunch daily. If a nut product is found in a child’s lunch, it will be 
placed outside the building and guardians will be called to provide a 
suitable substitute food. This applies to nut milks as well. We have 
children in our programs with serious nut allergies. Thank you in advance for helping us protect 
their health and safety. 
 
All lunches must be safe to store in a lunchbox or cooler. Our refrigerator is only used to store 
milk for infants and children who take a bottle. 
 
All warm lunches must be contained in a thermos and will not be heated on-site. 
 
Monthly snack menus will be available on our bulletin board and emailed to families or shared in 
Tadpoles. If there is something that a child should not eat that is on the menu, written notice 
must be sent via email to galower@appleplayschools.org, gaupper@appleplayschools.org, or 
manzanitas@appleplayschools.org and families should provide a substitute snack for the child 
that day.  

Toys From Home 
Please do not bring toys from home. It is very challenging for teachers to keep track of these 
items and it often creates conflict in the learning environment. 
 
A lovey is allowed as long as it is one regular item (for example a special blanket or stuffed 
animal). A lovey implies that the child is emotionally soothed at home and school by this object. 
As a child transitions into this program, the lovey will likely be needed less and less for comfort. 
After the transition period this item will be stored in a backpack and taken out during rest or 
quiet time. 

Daily Rhythm (R 400.8146) 

Each class group follows a daily rhythm (typical daily schedule) inspired by research based best 
practices, as well as the needs of the children in the group, and changes in the seasons. The 
daily routine varies slightly between class groups, but all daily routines are flexible, predictable 
and balance loud/quiet, indoor/outdoor, child-led/teacher-led, and structured/free play. The daily 
rhythm for your child’s classroom will be posted in a visible area, and is available by email upon 
request. 
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Naps (R 400.8188) 

Naps occur after lunchtime, or on demand for children 18 months and younger. Napping 
children sleep in a crib or on an individual mat or cot while quiet music plays. The duration of 
nap time ranges from 1.5 to 2 hours typically. Children who are awake may choose to read or 
play quietly until all friends are awake. 
 
In groups where children have outgrown napping, children will rest in a darkened room, on an 
individual mat or blanket for some time in the early afternoon each day.  

Saying Goodbye 
It is our policy that families will say goodbye to their children before leaving, and not leave 
without the child’s knowledge. We view this as an important part of helping the children build 
trust with our teachers, and feel confident that their family will return for them at the end of each 
day. A consistent drop-off is incredibly helpful in easing a child’s transition. If you would like 
assistance, please talk with your child’s teacher or Program Director about developing a drop-off 
ritual that works for your family.  

Developmental Screenings and Early Intervention 
All children in the program are observed on an ongoing basis to monitor the cognitive and motor 
development, social interactions, and demonstration of developmental milestones. Teachers 
regularly take objective, anecdotal notes about children for use in planning lessons. These 
notes and other documents are kept confidential. 
 
We use the Ages and Stages Questionnaire (ASQ) to unobtrusively screen children for signs of 
developmental progress using a strengths-based approach. The ASQs help our teachers 
identify best activities, accommodations, and supports for each child in the program. Teachers 
are trained annually on administering the ASQ screenings. In addition, families may be asked to 
participate by completing their own ASQ screening at home. 
 
If teachers notice an area where a child may need more support, teachers (with support from a 
Program Director) will meet with family members to share this information and determine the 
best next steps to support the child. Important information will include: 

● What developmental milestones or behaviors our teachers have observed 
● What strategies or accommodations teachers have provided, and the results 
● Any additional questions regarding what families are observing at home 
● Recommendations for and an opportunity to collaborate or partner on next steps 

 
In some cases, teachers may observe developmental markers or behaviors that indicate 
support from an outside consultant or specialist is recommended in order to best meet the 
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needs of the child. This is often described as “early intervention,” and includes services and 
supports that are available to babies and young children with developmental delays and 
disabilities and their families. Teachers will observe children’s speech development, gross motor 
development, and social/emotional regulation to determine if additional support is needed. In 
these cases, family members will be notified in writing and a written action plan will be made by 
the teacher and approved by the Program Director and adult caregivers.  

Reasonable Accommodation  
Apple Playschools believes in early intervention and will work actively to create an 
accommodation plan to support all the individual learning needs of children in our program. It is 
important that teachers be able to meet the needs of all the children in the classroom. In some 
circumstances it may not be possible to make certain accommodations due to the limitations of 
our group care setting.  
 
Early intervention planning is always done collaboratively with the family and community 
resources. Early intervention services may include speech therapy, physical therapy, and other 
types of services based on the needs of the child and family. We also believe strongly in 
supporting our teaching staff when accommodations need to be made in the classroom. 
 
Apple Playschools partners with the Washtenaw Intermediate School District (WISD) in 
accessing resources for young children who may need accommodations in our program. Once 
an Apple Playschools teacher makes an action plan for a child, the Program Director will also 
reach out to the WISD for an Early Childhood Specialist to make a visit to the school. With 
parental consent, the specialist may evaluate the child in his/her school environment and make 
a recommendation for how to best meet the child's needs. 
 
When a child exhibits a suspected developmental delay or special need, the next steps may 
look like this: 
 

● Transition phase into program, regular observations (6 weeks) 
● Teachers communicate with families using objective anecdotal notes to identify skills or 

developmental areas that are progressing outside the typical range 
● Strength-based assessment and Family ASQ is completed, Family submits WISD 

consent with in a week 
● Teachers create Action Plan for Accommodation for child  
● Teachers receive approval on the Action Plan from the Program Director and the family 
● The Action Plan for Accomodation is implemented in the classroom 
● WISD request is submitted 
● Accommodations are made for 4 weeks, or until the WISD Specialist observes and 

makes a new recommendation 
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Family Right of Refusal for Intervention Services 
Family members have the right to accept or refuse specialist recommendations for their 
children. In the event parental consent for a specialist recommendation is refused, Apple 
Playschools will give a 4 week accommodation period for the child.  
 
If families prefer to work with a WISD specialist: 
 

● Action plan changes as per recommendation of specialist and child's needs are met in 
our program OR 

● WISD specialist recommends that child's needs be met in a different type of care OR 
● Action plan and accommodations are not successful and the child's needs cannot be 

met by our program 
 
If families prefer NOT to work with a WISD specialist:  
 

● School-based action plan is successful, and child's needs are met with accommodations, 
Plan is revisited every 8 weeks or as needed OR 

● Or action plan and accommodations are not successful and child's needs cannot be met 
by our program 

Withdrawal from the Program (R 400.8146.1.a) 

Apple Playschools follows the Americans with Disabilities Act and will not discriminate based 
upon ability or disability. 
 
If the child's needs cannot be met based on the reasonable accommodations made in the action 
plan by the teacher or WISD, the child must withdraw from the program. 
 
We reserve the right to exclude a child from care should they pose a danger to themselves or 
others, or in the event that we cannot provide the appropriate level or scope care in our school 
setting. 

Child Release/Pick-Up (R 400.8110.7-8) 

Children will only be released to persons authorized by the parent or guardian. Please keep 
your child’s teacher informed of who will be picking up each day, especially when changes 
occur. Emergency contacts are assumed to be authorized to pick up your child. To release your 
child to someone who is not listed on your emergency contact card, teachers must have written 
permission. Teachers will check for a valid photo ID if an alternate person is picking up the child. 
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A child shall be released to any parent or the child’s guardian, unless a court order prohibits 
release to a particular person. A copy of the order prohibiting release must be shared with the 
Program Director and kept on file at the center. 

Positive Discipline Policy (R 400.8146.1.d) 

At Apple Playschools we use positive guidance techniques to assist children and adults in 
peaceful conflict resolution. Mindful, respectful language is used always, and we actively 
practice positive encouragement as an alternative to praise. 
 
Infants observe teachers modeling choices and safe behavior outloud and through actions in 
the classroom. Toddlers are redirected into safe and appropriate choices. At this stage we 
begin to lay the foundation for children to use words to express their emotions. Preschoolers 
and school-aged children are further integrated into problem solving approach, and work 
together to reach resolutions. 
 
At no time will a child be subjected to punishment, including physical punishment or shaming, 
frightening or humiliating methods, or any type of verbal abuse, threats, derogatory remarks, or 
deprivation of food. Punishments, including time-outs, are not used for discipline at Apple 
Playschools. A child who seems overwhelmed or overstimulated may be offered the chance for 
soothing activities, ‘quiet time’; space and time to calm down. Rarely, there may also be a 
phone call home to discuss the possibility of the child being picked up if these methods are 
ineffective. This is seen as a last resort for children who become a safety concern for 
themselves or others.  
 
Apple Playschools is a mandated abuse reporter and if any employee suspects that there is an 
abusive situation we are required by law to report it. We document all things that are out of the 
ordinary, either in our playschools or out. 

Toilet Learning (R 400.8137) 

Apple Playschools works with families and children for appropriate potty-learning time, and 
goals for toilet learning are planned cooperatively with the child’s teachers and family 
caregivers. We make the potty available to those interested but do not pressure for use. Cloth 
diapers are welcomed, but cannot be cleaned on-site due to licensing regulations. 
Communication will be open daily or weekly about a child’s potty progress between guardians 
and teachers to promote a consistent routine between school and home. Due to licensing 
constraints, we are unable to accommodate individual potty chairs.  

Extreme Weather Safety (R 400.8170.3, R 400.8365) 

In accordance with our mission and social justice branches, Apple Playschools students play, 
learn, explore, and even eat, outside in all seasons and weather conditions. We use Child Care 
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Weather Watch and local weather reports to make our own determinations about outdoor play. 
Even in extreme conditions, older children will almost always go outside for short bursts of play 
with time for warming or cooling inside. 

Cold 
To ensure the safety of all children in our care, it is our policy to remain 
indoors when temperatures are unsafe, factoring in both temperature 
and wind-chill. To play outside safely, children must be dressed in DRY 
pieces of ALL of the following clothing: socks, boots, snow pants, coat, 
hat, mittens. Please have your child dressed for the weather upon 
arrival. We will attempt to provide your child with supplementary clothing 
if necessary. Because of our commitment to environmental education, it 
is not possible for the teachers to remain indoors with children who are 
missing adequate outerwear. You may be called to pick up your child if 
your child is unable to participate in the planned daily activities due lack 
of adequate outerwear.  

Hot 
In extremely high temperatures (90 and up), children will go outdoors for short bursts with water 
play (usually 20 minutes and a sprinkler.) They will have a water bottle/sippy cup with them at all 
times and be encouraged to drink. All programs are equipped with air conditioning if needed. 

Rain/Storm 
At Apple Playschools children will play outdoors in the rain unless there is thunder and 
lightning. The staff will check the weather to monitor storm conditions. Please provide your 
child with proper rain gear for a rainy day as they will most likely go outside.  

Health Care Policies 

Hand Washing (R 400.8134) 

All children and staff must wash hands after diapering or any toilet use.  Hands will also be 
washed immediately before and after eating, when coming in from outside, and any time they 
are dirty. Liquid soap is used. Hands are dried with single use cloth towels or paper towel. When 
a child is not able to wash their own hands, teachers may use non-toxic disposable wipes as 
directed by state licensing guidelines. 
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Procedure for Handling Bodily Fluids 
All child care staff members who work directly with children are required to be trained in first aid 
and pediatric, child, and adult cardiopulmonary resuscitation (CPR) within 90 days of being 
hired. Staff will use universal precautions to guard against spread of infection or communicable 
disease when coming in contact with the bodily fluids of others. Staff will wear disposable gloves 
and dispose of potentially contaminated items in a sealed plastic bag. 

Cleaning and Sanitizing of Equipment (R 400.8173; R 400.8325) 

Toys, tables, chairs, and other equipment are thoroughly cleaned and sanitized regularly. We 
use a sanitizing solution of diluted chlorine bleach and water that meets Environmental Health 
specifications and allow this solution to air-dry for maximum sanitation.  

Community Resources for Health Care for Families  
 

● United Way 211 : 24 hour service helpline 
● Shelter Association of Washtenaw County (734) 662-2829: Housing assistance, 

community kitchen, and health clinic. 
● University Center for the Child & Family (734) 615-7853; 734-764-9466: Private and 

Public Insurance, sliding scale mental health services for individuals, children and 
families 

● Center for the Education of Women 734.764.6005: educational support, scholarships, 
counseling, work transition, and business seminars 

● Women’s Center of Southeastern Michigan 734.973.6779: Divorce support, financial 
seminars, and counseling 

● Planned Parenthood 734.973.0710: gynecological and medical services; sliding scale, 
public and private insurance. 

Hazardous Materials and Commitment to Non-Toxic Childhood (R 400.8385) 

Our programs avoid the use of toxic chemicals in daily operations. We ask our staff to avoid the 
use of synthetic fragrances including lotions, body products, and soaps. Containers of 
poisonous or toxic materials must be clearly labeled for easy identification of contents and 
stored out of reach of children. 

Organic Lawn, Garden, and Home Maintenance (R 400.8380) 

Apple Playschools strives to use only organic and non-toxic methods of maintenance and care 
of our grounds and facilities. We use our collective community knowledge to take preventative 
measures and avoid toxic chemical usage. 
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Pest Management (R 400.8380.9) 

In the event that there is an urgent health/safety issue that requires the use of a chemical 
pesticide, families will be contacted in writing; both by email and a posting on your child’s 
classroom door. An example of an urgent health/safety concern would be a wasp’s nest in the 
play area. This written notice will contain information about the pesticide, including the target 
pest or purpose, approximate location, date of application, contact information at the center, and 
a toll-free number for a national pesticide information center recognized by the Michigan 
Department of Agriculture, and the contact information of the company providing services. The 
Materials Data Safety Sheet may also be included if available.  

 
Our program will do our very best to have any application done outside of operating hours, and 
excluding children from use of the area for more than the recommended time. 

Notice of Licensing Notebook (R 400.8110.4) 

A Licensing Notebook with all correspondence, special reports and any other pertinent licensing 
information from the State of Michigan is available to families at all times. Families are also 
encouraged to review our public database listing. 

Exclusion for Child Illness (R 400.8155; 400.8146.h) 

We do not permit children to attend when they are exhibiting certain symptoms and illnesses. 
Please see the chart below for clarification of symptoms or illnesses and return to care 
guidelines. Children may not return to care until they have been symptom free and off of 
medications for over 24 hours.  
 
Apple Playschools will immediately call families of children with any illness listed. In addition, we 
may elect to send a child home if their symptoms become such that it impedes the ability of the 
staff to take care of the child and continue on with the normal routines of the program. Family 
members who are called to pick up their child should arrive no later than 1 hour after notification 
of illness. If the guardian anticipates not being able to leave work without severe inconvenience, 
it is the responsibility of the guardian to make sure an alternate from the pick-up list can come 
within the hour. A child who is too ill to remain in the group is placed in a separate area and is 
cared for and supervised until an authorized adult arrives.  
 
Families who do not pick up their child within the hour will be charged the late fee described in 
our financial policies. There is no tuition reduction, make up days, or swap days for absences 
due to illness.  
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Illness Symptoms and Return to Care 
The following policies were written to protect the health of children, family members, and 
teachers. Specific illness information was provided by the Washtenaw County Health 
Department. The following is a list of specific communicable diseases or illness symptoms that 
exclude a child from attending school. (R 400.8146) 
 

Disease/Illness Symptoms When Child May Return 

Fever 100 degrees or above Fever  free  for  24  hours  without  a  fever 
reducing medication 

Chicken Pox After all skin lesions have dried 

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

COVID-19 (Novel Coronavirus) Please see details in our COVID-19 Response and 
Preparedness Plan: 
https://www.appleplayschools.org/our-covid-19-respons
e.html 

Croup After free of viral infection and child is no 
longer having difficulty breathing 

Diarrhea (giardia, salmonella, shigella, 
viral) 

When stools are formed and symptom free for 
24 hours 

Hand, Foot and Mouth When lesions heal and drooling ceases 

Hepatitis A With physician’s clearance 

Impetigo With physician clearance, after medication for 
24 hours and infected parts covered 

Influenza With  physician’s  clearance  or  fever  free 
without a fever reducing medication 
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Lice After treatment with a medicated shampoo and there 
are no nits.  

Measles or German Measles Not earlier than 4 days after onset of rash 

Meningitis With physician’s clearance 

Mumps After swelling is gone (~ 9 days) 

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

When eyes are mucus free or on medication for 
24 hours 

Ringworm or Pinworms After  24  hours  of  physician  prescribed 
treatment and kept covered 

Roseola After rash clears 

Scabies  After  24  hours  of  physician  prescribed 
 treatment 

Strep Throat  After 24 hours of antibiotic treatment 

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

Vomiting  24 hours symptom free 

 

Notification of Communicable Diseases (R 400.8155.4) 
Communicable diseases are defined in state licensing rule R 400.8101 and include but are not 
limited to:  

● Chicken Pox 
● Fifth's Disease 
● Hand, Foot, and Mouth 
● Head Lice 
● Hepatitis A 
● Influenza 
● Measles 
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● Meningitis 
● Mumps 
● Pertussis 
● Rotavirus 
● Rubella 
● SARS 
● Strep throat 
● West Nile Disease 
● Novel Coronavirus (COVID-19) 

 
If your child is diagnosed with any of the above diseases, please call the center and email to let 
us know. We will post a notice for all families that describes symptoms of the disease. Identity of 
the child will always remain anonymous. (R 400.8155) 
 

Medication and Remedies (R 400.8152) 
Any medication or remedy, prescription or nonprescription, must be provided by parents with 
(prior permission and explicit instructions) and administered by staff. If your child is on 
medication and it needs to be administered while he or she is at playschool, the medicine must 
be: 

1. in the original container 
2. labeled with the child's name, doctor's name, name of medication, dosage, and when to 

be taken (prescription medication must have a pharmacy label) 
3. provided with a complete Medication Authorization Form giving permission to administer 

the medication to your child (a separate form is needed for each medication) 
 
Medication MUST be given directly to a staff member. It will be administered according to the 
instructions on the container (unless otherwise authorized by a written order of the child’s 
physician) and a written record will be kept, including the staff member’s signature. Herbal and 
homeopathic remedies, as well as other alternative modalities are welcomed. Alternative 
remedies also require a permission form.  
 
All medication must be stored according to instructions, so please communicate any special 
information (refrigeration, etc.) to staff. A child care staff member shall keep all medication out of 
the reach of children and shall return it to the child’s parent or destroy it when the parent 
determines it is no longer needed or it has expired. 
 
Topical medications such as diaper cream, insect repellent, etc. require written authorization 
annually. 
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Injuries and Other Emergencies (R400.8146; R 400.8125; R 400.8155; R.400.8158) 

Minor cuts and abrasions suffered while at playschool will receive proper care -- specifically, 
they will be washed with warm, soapy water and bandaged if necessary. If guardians sign an 
Alternative Remedies Permission form, herbal and/or homeopathic remedies, essential oils, 
plant remedies, or other natural healing method may be used. Treatment will be logged and 
guardians will receive an injury report. (R 400.8155) 
 
If the injury is more serious, the guardian will be notified so the child can be transported to the 
hospital or doctor’s office. (i.e. needs stitches, broken bone, dislocation, etc.) All costs 
associated with injuries to the child will be the responsibility of the guardian. In case of a 
medical emergency, guardians will be contacted immediately. If guardian is not reached, 
emergency contacts listed on emergency card will be contacted. If immediate intervention is 
required, appropriate action will be taken, including calling 911 and having your child 
transported to the nearest hospital. Guardians are responsible for the cost of medical help or 
treatment due to accidents or illness while in playschool. (R 400.8158) 
 
Apple Playschools is required to log any injuries we observe on your child which have occurred 
outside of our care, and we are required by law to report any possible abuse situations. (R 
400.8125) 

Emergency Procedures and School Closures (R 400.8161) 

Power Loss (R 400.8365) 

In the event that the school should lose power, we will remain open as long as the indoor 
temperature stays above 65 degrees and below 85 degrees Fahrenheit. This is the temperature 
designated by Michigan’s Child Care Licensing. If loss of power should occur, we would notify 
you by email upon restoration of electrical service. If power was to remain off and the indoor 
temperature was to go below 65 or above 85 degrees we would notify you by Tadpoles 
message and telephone to arrange pick up for your child.  

Loss of Water (R 400.8345) 

In the event of complete loss of water service, we will contact you to pick up your child 
immediately.  

Evacuation (R 400.8161) 

In the event that we need to evacuate the premises, we have designated an off-site 
meeting location. Green Apple Garden Lower families will meet at Abbott Elementary 
School on Sequoia Parkway. Green Apple Garden Upper families will meet at the New 
Hope Baptist Church on Chapin Street. Manzanitas families will meet at the Mallets Creek 
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Library on Eisenhower Pkwy. 

Weather Related Closures, Delayed Start, and Early Pick Up 
We understand that families need care, and we balance those needs with the safety of our 
school community when going and coming from school. While many Apple Playschools family 
members live in Ann Arbor, many of our teachers commute from surrounding communities. 
Additionally, both family and staff members commute by bus or walking. All people are 
considered in our decisions around school closures. 
 
For these reasons, Apple Playschools looks at several factors to determine road conditions, 
weather hazards, and other risk factors in inclement weather, and has different action plans 
depending on the risks. 

Closure Severe Weather and Other Emergency Situations (R 400.8146) 

For the safety of staff and families, in the event of severe weather and other emergency 
situations, Apple Playschools will make a determination of closure, delayed start, or early pick 
up based on the following factors: 

● Ann Arbor Public Schools closure 
● University of Michigan closure 
● Local government closures 
● Other preschool and childcare closures 
● Safe travel conditions and safe operating conditions for our sites 

 
In the event that we are closed or delayed, families will be notified via text and email by 6:30 
a.m. If we have a delayed start, we will open at 10:30 a.m. 
 
If Apple Playschools’ centers close for more than six business days, Apple Playschools will 
compensate families by providing one day of vacation credit for every subsequent day closed up 
to five additional days of vacation credits. You must submit a request to apply your vacation 
credit in writing to your Program Director (galower@appleplayschools.org, 
gaupper@appleplayschools.org or manzanitas@appleplayschools.org) at least three weeks in 
advance in order to receive the credit on your next invoice. 

12-month families may also use their original vacation credits towards weather-related closures. 
(See Financial Policies section.) 

Closure for Poor Road Conditions 
In the event that Ann Arbor Public School District should close, be delayed, or announce an 
early pick-up for poor road conditions, all Apple Playschools’ programs will also be closed, 
delayed, or end early. In the event that we are closed or delayed, families will be notified via text 
and email by 6:30 a.m. 
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Families can also find this information on the district website, https://www.a2schools.org/ and by 
calling the Snow Day Hotline at 734-994-8684. This news should also be available on local 
television stations and on WAAM radio (AM1600).  
 
If AAPS is closed, but road conditions will be safe before 10 a.m. as determined by local 
weather reports, Apple Playschools may announce a delayed start in lieu of closure and families 
will be notified of drop-off times.  
 
In the event Ann Arbor Public Schools are already closed for a pre-planned break, we will make 
our determination based on the county-wide school closures. If 50% or more of Washtenaw 
County schools are closed due to poor road conditions, we will also be closed.  
 

Long-Term Closure for Community Health Crisis or Similar Disaster 
In some cases, it may be prudent or necessary to close our classrooms or schools for a 
community health crisis or similar disaster. In these instances, decisions about school closure 
will be made with information and direction from community health/disaster experts and 
recommendations from local, county, state, and national agencies, and will always be 
responsive to the specific needs of our school community. We will also use Apple Playschools’ 
Guiding Principles for Making Tough Decisions. In all cases, Apple Playschools will comply with 
any executive or similar orders issued by government officials. 
 
Apple Playschools will share resources for families who are seeking alternative care. When it is 
appropriate and possible, an abbreviated online learning option will be provided to families who 
must keep children at home. Every effort will be made to provide families with access to the 
school buildings to retrieve important personal items. 
 
Families will be notified of disaster-related school closings by text, email, and then by phone call 
if necessary. 
 
12-month families may also use their original vacation credits towards disaster-related closures. 
(See Financial Policies section.) 

Financial Policies 

Scheduling and Sessions 
Apple Playschools generally operates for care between 8:30am and 5:30pm, Monday through 
Friday. Specific contract information can be found on the Green Apple and Manzanitas 
websites. Tuition rates are on our website and vary based on the length of care and number of 
days a family chooses, as well as on the age of the child. 
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● Early Drop-off Care: 7:30 am to 8:30 am (Not available in the 20-21 school year) 
● Morning session: 8:30 am to 12:30 pm  
● Full Day: 8:30 am to 3:30 pm 
● Extended Day: 8:30 am to 5:30 pm 

 
There is a two-morning session-per-week minimum for registered children.  Manzanitas strongly 
recommends a three-morning minimum for the purposes of immersion and language 
acquisition. 
 
Each child is allowed to register for their own individually tailored schedule with a combination of 
any of these sessions; however their schedule must be consistent week-to-week. For example, 
you can register for MW half day preschool session and Friday Full day preschool, but this 
schedule will remain the same week-to-week until a schedule change or withdrawal notice is 
received and confirmed by the Program Director. 

Enrollment and Fees 

Scheduling Tours 

We encourage families to schedule tours before enrolling. Please contact the Program Director 
in advance in order to schedule a tour or complete the “Request A Tour” form on our website. 

Contracts 
Contracts are in place to help the program maintain predictability and consistency. Families may 
choose one of the following contract options: 

 
● 12 month: Early September to Late August (Includes a week of vacation) 
● Public School: Early September to Mid-June following Ann Arbor Public Schools 

(additional 5% tuition)  
● University: Early September to Late April/Early May following UofM (additional 8% 

tuition)  
● Month to Month: Enrollment renewed monthly 3 weeks ahead (additional 10% tuition)*** 

 
***Families planning on short-term enrollment may choose a month-to-month contract. There is 
a 10% premium for month-to-month service. For example, if you pay $320 per month at the 
contract rate, your month-to-month tuition is $352. 

Tuition (R 400.8146.c) 

Tuition is calculated on an annual basis, split and billed into monthly payments. Tuition is based 
upon the schedule and contract length each family chooses. Prices and hours are subject to 
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change yearly; typically tuition increases annually 2%-6%. Current tuition rates are 
available on our website.  

Tuition for Mixed-Day Schedules 
Some families prefer a schedule that combines half days with full days, or full days with 
extended days. If a family requests a mixed day schedule, the tuition price is calculated by 
taking the 5-day tuition rate for the schedule selected and multiplying it by the number of days of 
care received in a month (20 business days). 
 
For example, if a family wanted 2 half-days and 5 full-days of preschool care: 

● $834 (5-day morning price) /20 = 41.70 * 8 (# of half days a month) = $333.60 
● $1,193 (5-day full day price) /20 = 59.65 * 12 (# of full days a month) = $715.80 
● Total monthly tuition in a 12-month contract = $1049.40 

Tuition Changes when Aging Up 
As children grow up in our programs, they move from class to class according to their 
developmental stage, social needs, and classroom capacity. The age of children at these 
transition moments can vary quite a bit from child to child. Your Program Director will be able to 
give you specific details about your program’s transition process. As a child moves into a 
different stage, Infant > Toddler > Preschooler, their tuition rate changes. 
 
At Manzanitas, tuition rates change based on the child's age. So, children move to the next rate 
on or after their birthday. At Green Apple, tuition changes based on the child's classroom or 
school. In all cases, children who have not yet attended their Kindergarten year are considered 
preschool aged children and will be charged the preschool rate regardless of age. 

Annual Registration Fee 
The annual $100 registration fee covers enrollment costs, including a subscription to our online 
documentation tool, Tadpoles. This fee is payed per child for every contract, each year. It is 
non-refundable. 

Early Termination Deposits 
If you signed up for a 12 month, public school or university contract, you will be billed for an 
early termination deposit on your first invoice.  
 
The amount of the early termination deposit is per child, based on your child’s/children’s weekly 
schedule(s).  
 

1-2 days per week  $200 

3-4 days per week $400 
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5 days per week $600 
 
For families with siblings attending 3-5 days per week, the family will receive a 50% discount on 
the second child’s early termination deposit. 
 
The early termination deposit will be refunded in full at the end of the contract term, less the 
outstanding balances on the family’s account (i.e. Drop-in fees, late pickup fees, etc…). You 
may choose to carry this deposit over to a new contract term.  
 
There is no early termination deposit for month-to-month families. Families who choose a 
month-to-month option can later update to another contract term. Families who later update to 
another contract term will be charged the corresponding early termination deposit.  

Holding A Spot 
Many families enroll in our program months in advance, with typical start dates in September, 
January, and June. In order to hold your spot, you will need to pay $100 registration fee, 
one-half-month’s tuition, and an early termination deposit (if applicable) for each child 
you are enrolling. The registration fee and the one-half-month tuition are non-refundable. Your 
half-month’s tuition will be applied toward your first month of care. 
 
Families can choose to enroll at the beginning of the month or mid-month. Families starting 
within the first two weeks of a month will be charged full tuition for that month. Families starting 
in the last two weeks of the month will be charged a half month's tuition. 

Priority Enrollment for Returning Families 
Current families will be offered priority for enrollment for the following year, typically in Spring of 
the previous school year. This includes siblings of children currently enrolled in our program. 
Once the priority enrollment deadline has passed children will be enrolled in the order their 
contracts are received, space permitting. This includes waitlisted families and families new to 
the Apple Playschools community. 

Drop-in Care and Drop-in Extended Care 
Apple Playschools allows for flexible scheduling through the use of our Drop-in Care Program. 
All drop-ins must be pre-approved in advance by the Program Director. Approval of these 
sessions is subject to availability. Once approval is sent to the family via email, they are 
financially responsible to pay even if their child does not end up attending. If no written request 
is received, the family is subject to late pick-up fees.  
Families may contact their Program Director to request extending care on a day they are 
already enrolled for a morning session or full day. Extended hours will be confirmed by the 
Program Director on a space available basis.  
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Current drop-in rates are listed on our website. 

Early Drop-Off Care  
Early drop-off is offered subject to availability. Ask your Program 
Director if you would like to enroll your child(ren) in early drop off. 
 
Early drop off care is offered from 7:30-8:30am is free to Full time 
extended day families. Families on other contracts are charged $10 
per day for the service. 
 
Children are expected to arrive on time for their scheduled session, but not earlier. We schedule 
staff according to the children’s schedules and an early drop-off can leave our teachers 
over-ratio or unprepared.  
 
All attempts will be made to remind families of this policy, and doors may be closed if the 
session has not yet begun. If a child is dropped-off earlier than their allotted time, there will be a 
fee assessed for hourly drop-in care reflecting the time they arrived and the time their scheduled 
session began. All time is rounded up to the next hour in terms of hourly drop-in rates. Children 
may not be left with a teacher before the start of the day; if teachers arrive earlier than the 
center is scheduled to open it is specifically to prepare the learning environment. 

Late Pick-Up 
If a child is picked up more than 5 minutes later than the end of their session, there will be a 
charge applied to their account of $1 per every minute late. The amount of time will be 
determined by when the child leaves the building, according to digital attendance records in 
Tadpoles. You may be asked to sign a form indicating this charge; the late pick-up form is not 
necessary for the charge to be applied as there are times our teachers must focus on other 
things. Payment for late pick up is due at the beginning of the child’s next session.  
 

Vacation Policy 
12-month contract families are eligible for a one-week vacation credit per year. This vacation 
credit will only be applied if notice is sent in writing to your Program Director 
galower@appleplayschools.org, gaupper@appleplayschools.org or 
manzanitas@appleplayschools.org at least 3 weeks in advance of the start of the vacation. 
 
Please notify the center of any absences, late arrivals, or vacations. We rely on families to 
communicate with the Program Director or mentor teacher about changes to their child’s daily 
schedule.  
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Sibling Discount  
Apple Playschools offers a 5% sibling discount for families 
enrolled in either the childcare and preschool program, or 
school-aged care. The 5% will be taken off of the child with the 
least expensive monthly tuition. Only one discount is applied 
per family. 
 

Summer Care 
Summer contracts are available for families who do not choose a 12 month contract, however 
enrollment during the summer is contingent on spaces available at the time summer contracts 
are submitted. Families may request a contract change to increase the number of months they 
are enrolled for care.  

Contract Changes 
Families are able to make changes to the schedule outlined in your contract by submitting a 
written request to your Program Director galower@appleplayschools.org, 
gaupper@appleplayschools.org or manzanitas@appleplayschools.org. Changes to the 
schedule outlined in your contract are subject to available space and require director’s approval. 
In the event that such changes result in a reduction of more than $200 in your monthly tuition 
rate a schedule change fee of $200 will be applied to your next invoice. Schedule changes 
resulting in increased tuition will not be charged a schedule change fee. 
 
Contract changes are subject to availability and all discounts will be applied for the date of 
contract change and are not available retroactively. Due to the impact on enrollment, we are 
unable to remove families from the 12 month contract without a fee. Families who sign up for 
a 12 month contract, and elect to change their contract term will forfeit their early 
termination deposit.  
 

Billing Cycle 
Tuition amounts are billed and emailed monthly on the business day closest to the 10th of the 
month for the following month to the email address designated on your child's registration form. 
Tuition for the coming month is due on or before the 25th of the month. (For example: Your 
October invoice is emailed on September 10th. It is due on September 25th.) 
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Payments 
Payment may be made by auto draft, through Intuit Payment Network (linked to your email 
invoice) or by personal check. Payments should be made payable to: Apple Playschools. Cash 
is not accepted for any tuition payments. 
 
Any alternative payment arrangements must be requested via email to 
mariarios@appleplayschools.org and must be approved in advance by the Senior Financial 
Clerk. Credit card payments may be subject to an additional processing fee. Any tuition due 
dates established in this manner will be subject to late fee, termination of care, and collections 
policies. 
 
If a check is returned, the Senior Financial Clear will notify you via email and will ask for 
payment by cashier’s check. After the second returned check, Apple Playschools will only 
accept cashier’s check or direct deposit. There will be a $25.00 returned check charge in 
addition to any other fees. 

Late Fees and Insufficient/Lack of Funds  
If payment is not made in full for the outstanding balance of the account by the established due 
date, there will be a $30 late fee per month assessed to the account. Any families who have not 
paid for tuition for a current session of care may be asked to pay the outstanding balance before 
being able to return to care. Apple Playschools reserves the right to terminate care via written 
communication to a family's designated email due to multiple late or insufficient payments, lack 
of payments for current sessions, or failure to make contact after repeated attempts to 
communicate regarding payment or enrollment. 
 
Late fees will continue to accrue and your account may be turned over to a collections 
agency/small claims court if payment is not received within 30 days. Family is liable for any fees 
this form of collection will incur. 

Financial Assistance 
As part of our mission, we provide scholarships based on funds raised the previous year. 
Families are encouraged to apply for Michigan Department of Human Services and Child Care 
Network assistance as well. Please contact the Program Directors at 
galower@appleplayschools.org,  gaupper@appleplayschools.org,  or 
manzanitas@appleplayschools.org for the scholarship application. Applications are reviewed 
and approved by our Board of Directors without disclosing identifying information about the 
applicant family. Scholarships for the upcoming school year must be received by August 1st in 
order to be considered.  
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Termination of Care 
If for any reason you decide to stop bringing your child to the program, written notification is 
required by the 15th of the month. If written notification is not received by 15th you will still be 
responsible for paying your tuition for the following month. For example, if a family decides to 
terminate care, with the child’s last date of care being November 1, written notification must be 
received by October 15. If notification is received after October 15th, tuition for the following 
month will be due by the 25th. Any outstanding fees must be paid on or before the child's last 
day. Tuition cannot be prorated. 
 
Contract families who choose to terminate care prior to the end of their contract will forfeit their 
early termination deposit, and any pre-paid monthly tuition will not be prorated in the event of an 
early withdrawal. 
 
Month-to-month families may withdraw at any point with two week written notice. However, the 
monthly fee will not be prorated if the child’s last date is before the paid month expires. (For 
example if you give written notice of withdrawal on October 1, your child’s last day will be 
October 15. However, you have already paid through Oct 31 and will not be refunded a prorated 
tuition.) 
 
If it becomes necessary to resort to legal action to collect fees, the familie(s) will be responsible 
for legal fees incurred on behalf of Apple Playschools. 
 
If it is determined that we can no longer provide care for your child, two weeks’ written notice will 
be given to the family, if possible, via email. Examples of no longer being able to provide care 
include: 

● Failure of child to adjust to the center after a reasonable amount of time 
● Our inability to meet the child's needs without additional staff 

 
There are rare circumstances when immediate termination could be warranted for failure to 
follow policy or for extreme behavior, which inhibits our teachers’ ability to supervise and 
provide excellent care for the other children. Please note that it is important for the management 
of the center for policies to be followed. Failure to follow policies results in undue stress on our 
teachers and can inhibit our ability to be the best we can be for the children in our care. 
 
In the event a child is asked to leave the program for any of the above reasons, the early 
termination fee will be returned to the family.  
 

General Refund Policy 
Apple Playschools reserves the right to approve or deny refunds. Refunds may be issued, 
however a refund check fee of $25 will be applied. All refunds must be approved by the 
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Executive Director. We highly encourage families either pay their exact amount due, or 
keep any credit on their account for future use. Refund requests must be communicated 
via email to mariarios@appleplayschools.org, with an address to which they wish it to be 
sent. Please allow 2 weeks processing time for refunds to arrive at the address you 
provided. 

Refunds for Disaster Closure 
Eighty six percent (86%) of Apple Playschools’ expenses go towards staff compensation and 
benefits. The vast majority of our revenue is from tuition payments (90%+). This means that in 
times of crisis or disaster, tuition payments are an essential part of providing financial security 
and job security to our staff. This policy allows us to strike a balance between financial 
sustainability for families and the needs of the organization. 
 
If a classroom or school must close for 72-hours or less in response to a health crisis exposure 
or similar disaster, tuition will not be refunded or prorated.  
 
In the case of disaster closure (10-14 days) related to a community health crisis or similar 
disaster (staff or children) in any given school year: 

● No refund or proration for the first disaster closure 
● 50% refund or proration for the second disaster closure 
● Full refund or proration for any subsequent disaster closures 

 
Closures as dictated by executive order are not included in this provision. In the event of 
extended closure in response to government order, tuition will not be refunded or prorated for 
the month in which the executive order begins. Any outstanding or open invoices must be paid 
regardless of closure date. 
 
If a community health crisis or disaster creates financial hardship for your family, please 
communicate your situation to your Program Director or the Executive Director so we can 
partner with and support you. 

Staffing Practices 

Teaching Staff 
Apple Playschools is committed to providing nurturing, 
educated, and professional educators to the children 
and families. Teachers, volunteers, and support staff are 
all in compliance with licensing regulations and trained 
to follow the policies outlined in this manual as well as 
our employee and teacher manuals. Families are encouraged to meet all teachers as schedules 
may rotate. All of our staff are familiar with positive discipline, children’s individual needs, are 
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CPR/First Aid certified, and are of a trustworthy, responsible nature. A photo for each of our 
teachers can be found on our website for your convenience.  

Hiring (R 400.8125) 

Prospective teachers go through a thoughtful hiring process that takes approximately one month 
or more. They are initially phone interviewed, then are invited for a working interview with the 
Program Director if they are a strong candidate. The children are made aware they will be 
meeting a visitor or teacher-friend. The child’s regular teachers stay with the group throughout 
the duration of the working interview. The candidate’s performance is reviewed by the Program 
Director and teaching staff. All job offers are made contingent on checks of employment 
records, transcripts, references, and other background checks. Teachers are asked to commit to 
a one-year minimum at the time of hire. (R 400.8125) 

Training and Professional Development (R 400.8131) 

After a teacher is hired, there is a minimum two-week orientation and training process. Before 
entering the classroom, staff are required to complete certain courses in medication, safe sleep, 
health procedures, emergency procedures, and child development. During the orientation, new 
staff may work in the classroom supervised by another staff member who has completed 
orientation and all necessary health screenings and background checks. 
 
All of our staff are required to complete a minimum of 30 hours of continuing education and 
professional development on an annual basis. Professional development is tracked and 
reported to the state in licensing review. In addition to state-mandated training, Apple 
Playschools provides ongoing professional development aligned with Reggio Emilia, positive 
guidance, diversity and inclusion, and other essential aspects of our mission and philosophy. 
 
Teachers also attend monthly staff meetings and weekly coaching meetings. 

Work/Life Balance 
As part of the mission of Apple Playschools is to create a sustainable business model, we value 
work/life balance for our staff. The needs of the children and program are the focus of our work, 
and essential to providing high-quality care is the health and happiness of our teaching and 
administrative staff. We keep our teaching teams small so children are comfortable and familiar 
with a teacher who may need to substitute or cover another shift. 

Substitutes (R 400.8131)  

Substitutes are required to follow the same orientation as regular teaching staff. Substitutes are 
often shared teachers between the programs. In some instances, Apple Playschools may 
contract with outside agencies to provide long-term substitutes. In these cases, contracted staff 
will receive training and orientation, and all state-mandated requirements will be verified before 
they enter the classroom.  
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Support Staff (R 400.8112) 

In addition to the familiar teacher faces, there are a number of support staff positions 
including Substitute and Flex Teachers and Central Administrative Staff. We occasionally 
are the lucky recipients of interns and volunteers. All staff and volunteers are required to 
complete fingerprinting for a thorough Criminal Background Check before beginning 
employment or volunteer work.  

Family Notification Regarding New or Departing Staff 
When a new teacher will be joining us, guardians are notified via an email that includes the new 
person’s biography. This usually happens during the new person’s first week of orientation.  
 
In the event that a teacher is leaving the team, families will be notified by email from the 
Program Director. In an effort to protect the privacy of our staff members, Apple Playschools 
cannot provide details to families about why staff members leave our team. 

Family Communication (R 400.8146) 

In an effort to reduce paper waste, Apple Playschools strives to go paperless as much as 
possible. Families will receive regular communication by email and through Tadpoles, with text 
messaging in timely or urgent situations. We try to keep outbound email messages concise with 
a descriptive subject line. All families must keep their contact information up to date with their 
child’s school. 

Who To Contact 
● Concerns such as scheduling, policy, as well as major issues or concerns can be sent to 

your Program Director: galower@appleplayschools.org, gaupper@appleplayschools.org, 
or manzanitas@appleplayschools.org.  

● Concerns about tuition and billing can be sent to mariarios@appleplayschools.org.  
● Routine Child Comments or Concerns: [Teacher’s name]@appleplayschools.org. 
● Our Executive Director is always eager to hear from families. You can email 

etta@appleplayschools.org, or call her direct line at 734-210-1178. 
 
 

Phone Communication and Numbers 
Feel free to call anytime from 8:30am-5:30pm to check-in or with quick questions. If your 
concern is a routine child comment or concern, the Program Director can have the teacher call 
you back during a calm moment. If you call a school outside of business hours, you are 
welcome to leave a message and a staff member will return your call as soon as possible. 
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● Green Apple Garden Lower: 734-773-3182 
● Green Apple Garden Upper: 734-369-6563 
● Manzanitas: 734-975-9104 

 
Teaching  and Support Staff may be reached through the main telephone line during business 
hours. In order to respect the self-care of teachers, we ask that you limit communication with 
staff members to our school phone and email during regular business hours.  

Communication About Your Child  
Mentor and Apprentice Teachers document children’s development and regularly communicate 
this information with families via email and/or our online documentation tool, Tadpoles. Families 
receive specific information about their child (potty tries, injuries, classroom activities, meals) as 
well as classroom updates including newsletters. 
 
We strive to hold family-teacher conferences twice a year. Fall conferences help to set individual 
goals with teacher and family input, and may include a brief home visit. Spring Conferences 
help assess the attainment of these goals.  
 
Teachers will use drop off and pick up as a time to connect with you about any pressing issues 
from that day, and inform you of the activities your child participated in while with us. If you need 
to have a more lengthy conversation, please schedule a time with your child’s teacher by email. 

Communication about Center Concerns 
We deeply value a close relationship with all of our families, and our 
community is highly collaborative. Please contact your Program Director 
with any questions, comments, or concerns about the program in general, 
or regarding your child’s experience. We know that open communication 
is one of the most essential keys to building a healthy community, and 
look forward to your honest feedback and communication. 
 
Families will find a number of updates, teacher bios, and other resources on the program’s 
bulletin board. These are located near exterior doorways. In addition, basic licensing information 
is also available here. Lesson plans, daily activities and important messages are sent home via 
Tadpoles.  
 
Each program has a Facebook page where related parenting and preschool topics are shared. 
In addition, we post event invitations and photos with anecdotes about children at our programs. 

Important Links 
● Apple Playschools Website: www.appleplayschools.org 
● Green Apple Website: www.greenapplegarden.org  
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● Manzanitas Website: www.manzanitasplayschool.org 
● School Calendar: https://www.appleplayschools.org/calendar.html 
● Apple Playschools on Facebook 
● Green Apple on Facebook 
● Manzanitas on Facebook 

Family Involvement 
As part of our nonprofit mission regarding collaborative community involvement, it is expected 
that each family will contribute 4 hours of work per year. If this is not possible for your family, we 
ask for a $100 contribution towards our garden fund. Please check with teachers or 
administration for information regarding ways to contribute. A few options for involvement 
include events, fundraising, garden work days, the Family Teacher Organization, and classroom 
participation. Families are also encouraged to attend our annual community board meeting. 
Please see the school calendar for dates and times.  

Screening and for Family Volunteers During Program Hours (R 400.8125) 

In accordance with state licensing guidelines, all supervised volunteers, including adult relatives, 
must receive a public sex offender registry (PSOR) clearance before having any contact with a 
child in care. Family members who wish to volunteer in our program while children are in Apple 
Playschools’s care must follow these steps: 

1. Coordinate volunteer details with school Program Director 
2. Complete a volunteer information form and background check authorization 
3. Program Director will run the background check and verify clearance with the Executive 

Director 
4. Volunteer will be notified of clearance and can begin service 
5. Volunteer authorization form and clearance results will be kept on file at the school 

 
In addition, volunteers who have contact with children for more than four hours a week for more 
than two consecutive weeks must have a current negative TB test (R 400.8128). 
 
All volunteers, including parents and other family members, will be supervised by a staff 
member while they are with children (R 400.8110) unless they are approved by the Executive 
Director and complete screening and training required for unsupervised volunteers.  

Volunteering at Events Outside of School Hours 
When family members wish to volunteer at events or programs outside of school hours when 
families are responsible for the supervision of children (Light Festival, Curriculum Night, Garden 
Work Days, etc.), no clearance is required. In these instances, family members wishing to 
volunteer should coordinate with the staff member organizing the event regarding volunteer 
duties and information. 
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Family Volunteer Conduct 
Volunteers are expected to be professional, appropriate and mission aligned in their interactions 
with children and other adults (R 400.8125). We expect all members of our community to uphold 
and model our values around inclusion, equity, positive communication, and collaboration. 
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