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Mission Statement: "...The EMU Children's Institute offers high

quality early childhood education program for the children of EMU students, faculty, staff, 

and surrounding communities. We offer a varied program designed to meet the needs of 

students and working families." 

Description of Our Program: The Children’s Institute provides

high quality care and education for children 18 months through 5 years.  Full 

and half-day programs are available for toddlers, young preschoolers, and 

preschoolers.  Flights of Imagination, the summer program at the Children’s 

Institute.  It offers exciting and varied programs for children entering 

kindergarten through first grade. 

Student Staff:  Our student staff works alongside our professional teaching 
staff with the care and education of the children in our program.   

Professionalism:  Treat every person with respect and dignity.

Display respect and tolerance for differences in backgrounds, perspectives and 

diversity in values.

Understand Needs:  Adults and children need to feel they are 
communicating effectively. Emotions or language barriers can get in the way of 
proper understanding. Take time to listen. They need to feel that you are pleased 
to see them.

Staff Screening Statement:  All staff shall be of responsible character 
and suitable to meet the needs of children.  A staff member shall not be present at 
the Children’s Institute if they have been convicted of either of the following:  child 
abuse or child neglect and/or a felony involving harm or threated harm to an 
individual. 

There is a rigorous screening and interview process which includes a criminal history 
check through the Michigan State Police and the FBI fingerprints and DHS Central 
Registry Clearance.  All results are kept on file at the Children's Institute Business 
Office.



Child Protection Law:  A licensed childcare organization or school is

required by law to report any suspected child abuse or neglect if 

reasonable cause is evident.  You may suspect abuse by physical evidence, 

conversations with a child or witnessing an interaction between parent and child 

or staff and child. 

It is the policy of the Children’s Institute that student staff reports any 
actual or suspected cases of child abuse or neglect to a professional staff 
member.  Professional staff reports any actual or suspected cases or child 
abuse or neglect to the Director of the program, as well as to the 
Michigan Child Protective Services.  All staff are mandated reporters of 
suspected abuse and neglect. 

Confidentiality:  All information about our program, children, their families,

the student staff, and the professional staff must remain strictly confidential.  

Upon hire, all staff members are required to sign a“Confidentiality and Commit-
ment Agreement”. 

Any information on a child or family overheard or discussed on the phone, in the 
classroom or offices of the Children’s Institute may not be released to 
the general public or to other families within the Children’s Institute. Our 
families’ privacy should be treated with the highest respect and confidentiality. 
Professional staff are the only ones permitted to discuss a child’s behavior and/
or development with a child’s family.   
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Philosophy:  We believe that the child defines the curriculum and that 
children learn best through play and exploration. 

We follow the guidelines of the National Association for the Education of 
Young Children, which suggest that developmentally appropriate practices are 
those that provide opportunities and activities for children related to their age, 
culture, individual interests, and levels of development and ability.  

The Children’s Institute staff follows the ethical principles of the National 
Association for the Education of Young Children.  We share the following core
values as guides for interactions among staff members and parents/guardians.
• We strive to respect each individual and work to create a positive

emotional climate for all learners, with sensitivity to differences in age, ability,
background, language, culture, religion, and family structure.

• We use direct eye contact, smiles, and warm tones of voice, positive touch,
social conversations, and joint laughter to support the development of
effective working relationships.

• Our partnership in learning is supported by regular, reciprocal
communication, affirming recognition of effort and accomplishment,
predictable, developmentally appropriate responsiveness to initiative,
emotion, and concerns, and proactive conflict resolution.

• We are committed to reaching out to people of different races,
genders, ethnicity, and ability, and we strive to create an environment of
inclusion that celebrates our differences and highlights our
commonalities.

Curriculum:  At the Children's Institute we use the Creative
Curriculum.  This curriculum supports our belief that children learn best 
through play.  We follow the guidelines of the National Association for the 
Education of Young Children (NAEYC), which suggest that Developmentally

Appropriate Practices are those that provide opportunities and activities for 

children related to their age, culture, individual interests, and levels of 

development and ability. 

The Creative Curriculum supports the development of children through cognitive, 
language, social, emotional, creative, physical and aesthetic activities. Active 
exploration of the environment through child-initiated experiences comprises 
the majority of each child’s time at the Institute.  Teachers provide 
opportunities for individual, small group, and large group experiences that 
will enhance each child’s development.  Children have the opportunity to 
make choices and direct their own learning throughout the day. 
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Expected Outcomes for Children:  Each child is unique and

has a different manner and pace of learning.  Although teaching styles 

differ among Institute staff, our goals for the children are the same.  These goals 

are to: 

• Encourage cognitive development through questions, reflection,
reasoning, discovery and exploration

• Promote the development of a positive self-concept

• Foster the development of social skills

• Foster and manifest a good basis for health and safety

• Enhance creativity and aesthetic development

• Expand language development

• Promote physical development

• Develop an anti-bias identity and attitude

• Respect cultural diversity

• Respect and care for the environment

• Develop an awareness of the surrounding community

We believe that these goals will be reached through a hands-on, play-based 
curriculum that is characterized by love, patience, guidance, understanding and 
acceptance.

Greeting Families:  Communication with  families is an important

part of your job.  The Professional staff is responsible for informing parents/

guardians of classroom or behavior issues but we want you to get to know 
our families.  Building a good rapport with them will help them feel comfortable 

about leaving their child in your care. 

When a family arrives in the morning you must greet them.  If the child is 
having difficulty entering the room, see if you can assist the parent/guardian.  
Often getting a child involved in an activity helps with the transition.  A younger 
child may need to be held for a few moments or have a book read to them.    

Security System:  Our keyless entry system has two goals:

(1) to keep all children safely inside the Institute and
(2) to allow entry only for people who have Children's Institute business

You may enter and exit the building through the main corridor doors by using 
your Eagle One card.  In keeping with our first goal, please report your lost or 
stolen Eagle One card to the Business Office so the card can be deactivated.  
It is your job once the card has been replaced or found, to report it to the office 
so we can re-activate it. 
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Drop-off/Pick-up Policies:  Children who attend the morning or full

day program should arrive by 9 a.m. to participate in the morning activities, 

including breakfast.  Breakfast is not served after 9:15 a.m.  Staff arrival is 

arranged to match the schedules of the children allowing us to maintain both 

legal and preferred adult-child ratios. Children who arrive late often find it 

difficult to become involved in the on-going activities.

Upon arrival and departure the parent/guardian must sign their child in and 
out on the class attendance sheets, as a safety measure for the child.  
In case of emergency, the attendance sheet is our only official record. 

A child may only be released to a parent/guardian or other authorized 
individual listed on the Emergency Card/Child Information Record, or to a person 
with written permission (authorized persons must be a minimum of 18 years old).  
Under the laws of the State of Michigan both parents may have the right to 
pick up their child, unless a court document restricts that right.  Anyone 
who is picking up a child and is unfamiliar to a staff member MUST show 
identification before the child can be released.  Anyone who does not provide 
identification will be turned away (this includes parents/guardians who are 
unfamiliar to us.) 

If a person (parent/guardian or other designated pick-up person) appears to be 
impaired or inebriated when picking up a child, we do not allow the person to 
leave with the child.  It is our responsibility to the child, and family, that we 
restrict them from leaving our program with the child under any circumstance. 
The Department of Public Safety (DPS) will be called to assist.  This is a time 
for you to ask for assistance from a professional staff person. 
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Daily Responsibilities of Student Staff:
• Speak respectfully and positively to children.
• Greet children and parents as they arrive.  Always say “goodbye”

to parent and child when they leave.

• Be on time for your assigned shifts.

• Get involved in the children’s play.  Homework can be done
during nap time ONLY if all the children are asleep and the
professional staff person does not have something for you to do.

• Give children clear directions and follow through on them.

• Sit on the floor, with the children, during group times.

• Wipe tables if they are messy.

• Sweep floor when necessary.

• Sit with children during meal times, and talk with them and
promote good table manners.

These duties may change based on classroom. 

AM Duties:
• Take chairs down

• Wash and sanitize tables (using the 3 step process)

• Prepare breakfast

• Put activities out for arriving children (games, puzzles, play dough,
etc.)

Lunch & Nap Duties:
• Clean and sanitize tables (using 3 step process)

• Set up lunches

• Have children wash hands before eating.

• Sit with the children and encourage them eat.  You are allowed a
child’s portion of the lunch food.

• Set up cots for nap.

• Clean tables, sweep, and clean up spills.

• Assist children with toileting and nap preparation.

• Rub children’s backs.

PM Duties:
• Provide activities for children when they awake.

• Prepare snack.

• Assist children with toileting.

Staying until 5:30pm:

• Assist children with room clean up at the end of the day or before
they go outside.

• Put chairs on tables no earlier than 5:25pm unless you will not be in
the room.

• Sweep floor.
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• Take dishes to the kitchen, rinse, and leave in sink.

• Empty water table: clean and sanitize (using the 3 step process).

• While outside make sure one of your team is holding the clipboard.

• Be aware of who is coming onto the playground.

• Ask for identification if you do not know the adult picking child up or ask
other staff members on the playground if they can verify the person’s
identity.

• At 5:00pm designate one person to be the “gate keeper” while others put
metal bikes and toys away in garage.   Encourage the children to help bring
the bikes to the garage door but do not allow them in the garage.  Cover the
sandboxes.

• At 5:25pm gather the belongings i.e., coat, hat, artwork etc. of any children
left in your room and take them to the professional staff that is closing the
building.  You will find their name at the top of the classroom Sign-In.
Remember to give the Sign-In and Emergency Cards when you drop the
child with them.

Guidance Methods
• Go to the child and get down to his/her level when talking over a

situation.

• Demonstrate the understanding of the child’s feelings by using words and a
tone of voice, which will help the child feel confident and reassured.

• Use modeling for desirable behavior.  Set the example for the children by
saying “please”, “thank you”, and “excuse me”.

• Emphasize what the child should do rather than what the child should not do.
State suggestions in a positive way, making sure directions are made firmly
enough so that children understand you expect them to follow directions.
Example:  “When you’re angry, use your words instead of hitting Brian.”

• Give children appropriate choices.  After the choice has been made, support
the child’s decision.

• Set necessary limits by defining them clearly.

• Praise the child for desirable behaviors.  Example:  “I like the way you are
sharing.”

• Offer alternatives to undesirable behaviors.  Example:  “You’re having a hard
time keeping the sand in the sand table, let’s make another choice.”

• Your proximity to children is critical when supervising.  Example:  Walk around
the room.

• Let the children’s creativity be their guide in projects by avoiding art models for
them to copy.  Example:  “I see that you have used red and blue.  Where did
the purple come from?”

• Use minimum amounts of help to maximize the child’s chance to develop
independence.  Example:  “Mark, I’ll start your zipper and then you pull it up by
yourself.”

• Try to prevent problems.  This is better than correcting a problem after it has
happened.

• Join children’s play.
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• Help them if they need help putting on dress up clothes.

• Please discourage the children from climbing on shelves, furniture, or sitting
on the tables (make sure you sit on chairs too).  If you find a child
sitting on a table,   say, “The chairs are for sitting on.”

• Clean up procedures include, “It’s time to put these things on the
shelves now.  Time to put these books away.”

• Please discourage the children from throwing blocks or other toys.

• A child is never told to say “I’m sorry”.  Many times these words are
spoken with no sincere meaning behind them if spoken only on teacher
demand.

Discipline Policy:  If any person witnesses a staff member, family

member, or other adult engaged in inappropriate behavior, an incident written 
report shall be completed immediately and submitted to the Director.  Depending 
on the investigation, appropriate disciplinary actions will be taken.
• Corporal or any type of physical punishment is not permitted.  This

includes hitting, spanking, beating, shaking, pinching, or other
measures that produce physical pain.

• Withdrawal or the threat of withdrawal of food, rest, or bathroom
opportunities is not permitted.

• Abusive, profane or derogatory language, including yelling and
belittling, is not permitted.

• Any form of public or private humiliation, including threats or physical
punishment, is not permitted.

• Any form of emotional abuse, including rejecting, terrorizing, isolating, or
corrupting a child is not permitted.

If a parent/guardian has concerns regarding another child's behavior, we ask that 
you discuss their concern to a professional staff.  Under no circumstances will 
parent/guardian be allowed to approach a child or his/her parent/guardian in an 
effort to deal with a situation themselves.
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Incident Report Policy:  Young children need many opportunities to

learn appropriate behavior in a group situation.  We encourage children to treat 
people and materials with care and respect.  Approaches to discipline are 
positive and include: 

• Developing reasonable rules

• Helping children follow through with rules and directions

• Praising positive behavior

• Structuring the environment to encourage positive interactions

• Helping children develop problem-solving skills

• Suggesting alternatives to unacceptable behavior

Serious behavior problems will be handled by the professional teaching staff in
cooperation with the parent/guardian.  There are situations that the professional 
teaching staff may determine it necessary to complete an incident report on a 
child.  A child's behavior and classroom issues are only handled by the 
professional staff.

Individual Needs of Children:
• Be wherever the children are to keep them safe.

• Get involved in their play if they are receptive to it.

• Talk with them and build a good rapport.

• Offer an alternative to an activity that has reached its capacity, e.g.,
“Sally is using the computer, would you like to read a book while you wait
for your turn?”

• Organize an activity for children who are drifting.

• Observe the children to see how they interact, who they to play with, and
what their interests are.

The safety of allchildren is our primary concern.  We monitor all of our climbing, 
sliding, and swinging, equipment.  However, minor injuries are inevitable.  We 
are able to treat such injuries with anti-bacterial soap and water, Band-Aids 
and ice packs.  Emergency procedures are in place for injury and illness.

Procedure for Injury or Serious Accident:  Major injuries
(bump to the head, deep cut, major burns, bite) Notify a member of 
Professional Staff immediately.  

• Any injury to the head is considered a major injury and must be
documented.  You are to inform the Professional staff after you have
provided the injured child with an ice pack.  They will notify the parent/
guardian to make a determination of what the next step is.

• Do Not attempt to move a child if he/she has fallen.
• Do Not attempt to move body parts to determine if they are broken.
• Keep uninjured children calm and away from the injured child.



• If there is hard bleeding, apply direct pressure to the injury with a
preemie diaper found in the backpack emergency kit.

• Follow Blood borne Pathogens incident guidelines.  Blood
borne pathogens, particularly Hepatitis B and HIV pose a low, but
recognized occupational risk to child care workers.  To minimize this
risk all staff must make every effort to avoid contact with blood from a
child.

• Use protective measures (gloves).

• Immediately report any blood contact to the Professional Staff so that
appropriate measures can be taken.  All of the blood items are placed in
a plastic bag and disposed in the orange hazardous waste container
found at the back of the laundry room.

• Assist as directed.

• For minor burns, place the burned area under cool (not cold) running
water immediately.  Never try to remove clothing.

An accident report is to be filled out by the adult who observed the 
accident.  They are to be initialed by the child's parent/guardian.
The yellow copy is given to the parent/guardian and the original copy is kept at 
the Children’s Institute.  Accident and Incident reports are available in each 
classroom and in the business office. 

Emergency procedures are in place for injury and illness.  When professional 
medical help is required, parents/guardians will be called and asked to take 
the sick or injured child home, to a doctor or hospital.  If parents/guardians 
cannot be reached, other responsible adults listed on the child’s Information 
Record/Emergency Card will be contacted.  If a life threatening situation 
occurs, the emergency medical service will be called first.  A staff member will 
accompany your child to the nearest appropriate medical facility. 
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Care of Children Who Are ill:  If a child appears to be ill, the

following procedure is to be followed: 

• Take the child’s temperature - thermometers are located in the
classroom or in the office.

• Notify a member of the Professional Staff so that they can notify the
child’s parent.

• Review and fill out a Children’s Institute Sick Child Policy form, in the
absence of the professional staff.

• Remove the child from contact with the other children

• Supply a cot and the child’s own blanket and attempt to make him/her as
comfortable as possible until he/she is picked up. Put soiled clothes in a
plastic bag and label with child’s name and reason why they are wet or
soiled.

• If you are in the room when the parent/guardian comes to pick-up the child
make sure they sign the paperwork.

Illness and Communicable Disease Policies:  We are in a
close environment in which contagious illness can be easily transmitted.  We do 
our best to stop the spread of germs by frequent hand washing and sanitizing 
equipment.  With the help of the University cleaning staff, we follow NAEYC’s 
frequency table for cleaning and sanitation throughout the school, including toys 
and water play areas.  All staff members follow standard precautions to minimize 
the spread of infectious disease and store hazardous materials in locked 
cabinets. 

You can help by staying home when you are ill.  If you have been ill during the 
night or in the morning and have active symptoms as listed below you need to 
call off for your shift.   

• Fever (auxiliary temperature of 100 degrees or more) accompanied by
behavior changes or other symptoms.

• Symptoms and signs of possible sever illness (lethargy; uncontrolled
coughing, persistent crying; difficulty breathing; wheezing)

• Diarrhea-defined by more watery stools, not associated with changes of diet
or medicine, that is not contained by the child’s ability to use the toilet

• Undiagnosed skin rash
• Vomiting
• Persistent abdominal pain
• Head lice (from the end of the day until after the first treatment)
• Strep throat or other streptococcal infection, until 24 hours after initial

antibiotic treatment and cessation of fever
• Any communicable illness
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Medication Policy:  Parents/Guardians are told that they need to

administer all medicine to their children at home, whenever possible.  Many 
medications need to be administered twice a day, which means it can be taken 
at home rather than at the Institute.

If medicine must be administered at the Children’s Institute, the following policy 
applies: 
• Parent/Guardian must complete and sign an Authorization to Administer

Medication Form.
• Medication must be given to a staff member and stored in locked cabinets

located in each classroom or in a locked container in the Institute’s kitchen
or lounge.

• Prescription medications must be in the original containers with child’s
name and dosage printed on the label.

• Over-the-counter medication which includes diaper creams, treatments for
allergies, and cough syrup shall be given or applied only with prior written
permission from a parent/guardian.  All medication shall be in its original
container, stored according to instructions, and clearly labeled with the
child’s name.

• Readily available medication:  If a physician’s orders require a medication
to be readily available for use with a child (for example, an epi pen) it will be
placed in a closed bag that will be carried by the staff when leaving the
classroom.

• Staff will not administer the first dose of any medication.
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Allergies & Epi-Pen:  You need to be aware of the children who have

food allergies.  If there is a child with an allergy in a classroom it will be posted.  

Please make sure you know who they are.  If that child has an epi-pen 

make sure you know where it is located.  Should you need to use it…911 
is called at the same time.  
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Hand Washing Policy:  Because hand washing is the #1preventive
measure to avoid the spread of disease, we teach and monitor hand-

washing procedures that involve the use of liquid soap and running water, with 

vigorous and thorough rubbing for at least 10 seconds, followed by paper towel 

drying. 

The children wash their hands upon entry into the classroom, before 

snacks and meals, before and after food preparation, after toileting and 

diapering, after contact with bodily fluids, after play in the tray table, and after 

re-entry from the playground, as well as after any messy activities.  Adults 

also wash their hands upon entry into the classroom, before snacks and 

meals, before and after food preparation, after assisting with toileting, 

handling garbage or cleaning, and before and after administering medication. 

Teeth Cleaning Policy:  We believe that regular teeth cleaning routine

is essential for good dental health. 

• Parent/Guardian must complete and sign the Toothpaste Information
Form.

• Each child will be provided with their own toothbrush which is clearly
labeled with his/her name.

• The toothpaste will be dispensed onto a clean paper product for each
child.  It shall not be placed directly on the toothbrush.

• The Young Preschool and/or Preschool classrooms will be using a pea-
sized amount of toothpaste with fluoride as approved by the
American dental Association.

• A toothbrush will be discarded and replaced every four months or if:
1. The bristles look frayed or worn.
2. A child has been ill with a cold, flu, or bacterial infection, and/or
3. The toothbrush comes in contact with the toilet or toileting area.

Diapering Procedure
• Let the children know it’s time to change diapers.

• If he/she says no, repeat-“It’s time to change your diaper.”

• Ask the child if they want to sit on the toilet (especially older children), but
do not force them.

• If you prefer to wear gloves, you must wear a clean pair when
changing each child.

• When wearing rubber gloves, always take them off and throw them away
before putting on the clean diaper.

• ALWAYS wash your hands after each diaper.
• Wipe down the changing table using the 3 step process after each diapering.
• Place soiled diapers in the diaper garbage can.  Diapers that leak or are

soiled on the outside should be placed in a plastic bag before the garbage
can.  Always use the garbage can that has the lid on it.
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3 Step Process when cleaning and sanitizing tables and changing table:

1. Spray table with soapy water and wipe with paper towel.
2. Spray table with water and wipe with paper towel.
3. Spray table with bleach water and allow to air dry.

• Mark diaper chart for each child.

• Use diapering as an opportunity to engage in one-on-one
conversations with the child.  Ask about family, pets, etc.

• When diapers or wipes are getting low, re-stock them with the new
ones found in the Office.

Preschool bathroom procedures:
• Accompany the child to the bathroom and stay with the child.

• Encourage the child to act independently in the bathroom.

• When asked by the child for help first ask for verbal clarification of their
need.  Is it something they could do on their own?

• Have the child wash and dry their hands after using the toilet.

• Check for spare clothes in the child’s cubby bin if an accident happens.

• Wear plastic gloves when dealing with soiled clothing.

Kitchen
• When you take your classroom dishes to the kitchen please wash

them. If you are unable to wash them, please rinse them and put them in
the soapy water.

• Any food that was on the table needs to be thrown away.  If you have
food that was not on the table, cover it and put the date/time on it and
put in the refrigerator.

• Wipe down all 3 levels of your cart.

• Sharp knives and apple cutters are placed in the white container on the
sink, NOT in the dishwater.

• When you open new milk you must mark it with the date/time opened.
• You CAN NOT leave the gallon of milk sitting on the cart during meal

times.  Milk is poured into the small pitchers and put back into the
refrigerator.

• Food handling gloves (found on the wall) are used whenever handling
food.
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Nutrition - Meals/Snacks:  The Children’s Institute provides a morning

breakfast, lunch and an afternoon snack.

Our center participates in the Child and Adult Care Food Program(CACFP).

The main purpose of the CACFP is to help children receive nutritious food and 

well balanced meals.  The Children’s Institute provides family-style meals for 

children.  We encourage you to eat what the children are eating and take the 

same portion that they are given. Staff members sit with the children 

and engage them in conversation, encourage them to try different

foods, and table etiquette. Breakfast, lunch and snack must meet meal pattern 
requirements of this program.   

Fluid milk is a required meal component for breakfast and lunch.  It is an 
optional component for a snack.  The Children’s Institute follows the dietary 
guidelines that children 18 months to 2 years of age will consume whole milk.  
Children over two years of age will consume fat-free (skim) or low-fat (1%) 
fluid milk.  In the case of a participant who cannot consume fluid milk due to a 
medical or other special dietary needs other than disability, non-dairy beverages 
may be served in substitution of fluid milk.  CACFP requires the non-diary milk 
substitute to be nutritionally equivalent to milk and meet nutritional standards.  A 
Fluid Milk Substitute Request Form must be filled out and submitted to the 
Business Office.   

• Per licensing rule 400.8330 (20) (21) Toddlers shall not have
beverage containers or food in the sleeping area or while they are
walking around or playing.  When developmentally ready the toddlers will
be offered cups to drink out of.  The Children’s Institute does not allow
bottles.

• Per licensing rule 400.8330 (11) the Children’s Institute will not
serve children younger than four years foods that may easily cause chocking
including, but not limited to popcorn, seeds, raw peas and uncut round foods
such as whole grapes and hotdogs.

Staff will cut foods into pieces no larger than ½-inch square for 
the toddlers, according to each child’s chewing and swallowing capability. 

We are a NUT FREE facility.  Please do not bring or send any 
food containing peanuts or tree nuts to the school.  

• Any utensil, bowl, pitcher used with food should be put into the dishwasher.
• No food utensils should be washed in the sink.
• Any toy that has been in a child’s mouth must be removed and cleaned with

bleach or sanitizer at the end of the day.
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Food Chart Check-Off:  Please make sure someone is being

responsible for putting an “X” on the food chart as the child/children sit down for 

a meal.  If you verbally  ask them if they would like to have breakfast or snack 

and they decline, you can still mark them because you have made the food 

available to them. 

Employee Requirements:  Student employees must be registered for

the coming fall semester to work at the Children’s Institute during spring and 

summer semesters.  

• All student employees are required to attend a New Student Employee 

Orientation for  the Children’s Institute. The orientation is meant to improve 

the quality of care and education provided to our children as well as 

enhances the professional development of student employees. Student Staff 

are also required to attend a 1.5 hour monthly training.

• The Institute requires all individuals working with young children to undergo a 
physical exam by a doctor every two years and a tuberculosis (TB) test 
every two years.  Proof of the TB test and physical are required before you 
start working.
Student employees can go to Snow Health Center for the TB test and 
physical or they can also go to their regular doctor.  If the employee chooses 
to go to Snow Health Center, he/she will need to obtain a letter of permission 
and a physical form from the Children’s Institute business office and notify 
Snow Health Center he/she is an employee of the Children’s Institute.  The 
Children’s Institute will pay a portion of the cost of the student’s physical at 
Snow Health Center.

•  After you are hired at the Institute you will need to Go to myemich, log in, 
click onto Student Tab, then onto Student Services and do the following:

1. Acknowledge the Hourly Student Employment Policy
2. Review and consent to the Data Security and Confidentiality Policy
3. If you have not worked at EMU before, go to room 200 in McKinny Hall, 

0400, to complete an I-9.  You will need a passport or Driver's License or 
State ID & Social Security Card or Birth Certificate.

4. Complete a Physical and TB Test
5. Complete the Michigan Child Care Background Check Consent and 

Disclosure packet in order to be finger printed. All employees must be 
fingerprinted. 
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Time-cards:  It takes up to four weeks from the date that the Work
Approval Form is submitted until the student employee receives their first 
paycheck from the University Payroll.  If a student works for another 
department on campus they will need to notify the Customer Service 
Representative person in the office on date of hire.  Checks are applied 
to your Eagle One card or you can go to Pay Roll in Hover and set-up 
direct pay to your bank.

Online timecards are due the Saturday after checks are distributed. 

Student employees must punch in and out daily.  If you are scheduled a lunch 
during your shift, please punch out for that time period.  Student employees who 
work additional shifts or work past their scheduled time need a professional staff 
member to approve the extra hours listed.  Student employees are encouraged 
to keep a separate log of dates and hours worked and to review their paycheck 
for errors.  Discrepancies in number of hours worked or hourly wage must be 
brought to the Customer Service Representative’s attention immediately.  
Student employees who do not complete their time-card may have to wait until 
the following pay period to be paid for hours worked.   

Evaluations:  Student employees will receive a written evaluation of
their performance from the professional staff in their classroom at the end of 
each semester. 

These evaluations are taken into consideration for the continuation of the 
student’s employment for the next semester.  Student employees should 
attempt to discuss concerns regarding their evaluation with the classroom 
teachers first.  If their concerns are not resolved they may make an appointment 
to speak with the Director. 

Student Code of Conduct:  All students must follow the
University's Student Code of Conduct as well as the policies and 
procedures in the EMU Student Handbook (https://www.emich.edu/
policies/index.php?p=8.1)
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Attendance:  It is extremely important that student employees be on

time for their scheduled work shifts and work until the time their shift is 

completed.  

Student employees should leave enough time between class and scheduled work 

time to arrive on time.  Student employees who are going to be late or absent 

for their scheduled shifts need to give as much advance notice as possible.  

Student Absence Request forms are located near the business office and

need to be turned in at the Office for approval.  Two weeks notice for these 

requests is greatly appreciated. 

Student employees are to use the 734.487.2348 phone number to report
their absence or late arrival.  If leaving a message or a voice mail 
the student employee needs to leave their full name, time of scheduled 
shift, classroom, day and date of the absence.  If leaving a message
the student employee should get the name of the person he/she is 
speaking to.  Phone calls should be received no later than one hour 
before a scheduled shift.   

At the end of a scheduled shift student employees need to 
confirm the classroom is properly covered.  If not, the student
employee should notify a member of the professional staff.  If the 
children in a student employee’s care have all gone home before the 
student employee’s scheduled shift has ended, the student employee 
needs to get permission from professional staff before going home.  
The student employee’s time-card should also reflect the early departure.

If children are not picked up by 5:30, student employees should take them, 
with all of their personal belongings, the sign-in/out sheet, and the 
emergency cards, to the professional staff closing the building.  The daily 
closers are listed on the Sign-In/Out sheets. 

Grounds for Dismissal:  This is a list of behaviors that can result

in an employee’s immediate dismissal: 

• Neglect of the fundamental needs of a child including: leaving a child 
unattended; improper supervision of children; failure to report 
suspected illnesses or accidents.

• Abuse of a child, whether it is verbal, emotional, or physical.

• Irregular attendance at work or repeated tardiness.

• Failure to call off is counted as a “No Show” (e-mailing your absence is 
also counted as a “No Show”) if you acquire 2 “No Shows”, you will be 
dismissed.

• Refusal to preform assigned duties or neglectful performance of duties.
• Failure to follow EMU Children’s Institute’s policies and procedures 

as well as EMU's. 
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• Unprofessional conduct at work, on Facebook, YouTube, or other social 
media on the Internet.

• Student employees found using a cell phone at work will receive first a 
verbal warning, then a written warning, and finally be suspended from 
employment with the Institute.

• Working under the influence of alcohol, stimulants, or other drugs.
• Reporting more hours on your time card than you actually worked 

E-Mail:  Students are asked to check their e-mail on a regular basis for

important updates and information.  E-mail are an official form of contact between

student employees and professional staff. Flyers are also posted throughout

the building for student employees.

Dress Guidelines:  As a student employee, you represent Eastern

Michigan University to other students, faculty, staff, employers and the general 

public.  Our professional image is important to our continued success.  Your 

image is your first step to developing a successful career in your field of study.  

First impressions do count and can make a difference. 

The following Dress Guidelines will assist you with presenting the right 
image.  All student employees are expected to report to work in clean clothing 
free of offensive language or gestures. The Children’s Institute is a play 
based early childhood education program, which means children get messy 
and so does the staff.  Jeans are acceptable attire at the Children’s Institute.  
Proper shoes should be worn for physical activity.  Children go outside daily 
and it is expected that all student employees will be able to accompany 
them. In the winter keep in mind, we go outside if the temperature is 10 
degrees or higher (not including wind chill) or 95 degrees (heat index). 

Examples of inappropriate dress for EMU student employees: 
• See-through clothing
• Clothing that is too tight
• Clothing that exposes skin between the chest and mid-thigh
• Ragged or ripped clothing
• Halter type tops or swim wear
• Clothing containing other university names/logos
• Low-rise jeans, unless you are wearing a shirt that covers when you bend down
• If you have a question about a particular article of clothing, then it is most likely

is not a good choice.
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Cell Phones & Personal Calls:  Student employees should turn off 
and put away their cell phone while they are working. 

If you are expecting an important call or need to be available in case of a family 

emergency, you can give the Children’s Institute phone number, 487-2348.  This 
should not become a regular or daily occurrence and should only happen during 

emergency situations. 

Student employees found with a cell phone during their shift will receive a 
verbal warning, then a written warning, and finally will be suspended 
from employment with the Children’s Institute.  

Classroom Phone: There are 2 rings that come into the classroom.
The bottom line is an outside call coming in and answered by the office staff.  
The top line is an inside call and needs to be picked up by the classroom 
staff.  It is important to know which is which.

Should you need to call 911, It has to be from the classroom phone, it will go

directly to the Department of Public Safety (DPS).  

You should also have the DPS phone number (487-1222) programed into your 

phone should you need it out on campus.  

Fire: Familiarize yourself with the emergency evacuation plan posted in the 
classroom.  Fire alarms will be treated as the real thing.

If the alarm goes off or fire is detected, immediately communicate to a co-
worker the number of children in your care.
• Do not stop to put on shoes, get coats, etc.
• Take all the children in your care out the nearest exit.
• Take the Sign In/Sign Out clipboard and Backpack with you.
• Take a second count of the children in your care once your safely outside to

reinsurance total evacuation
• Do not, at any time, leave the children alone.  At least one adult must remain

with the children.
• Remain outside until given the all clear sign by the Director or Firefighter.

Emergency Procedures 
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Tornado Watch and Warning: If the tornado alert sounds, help guide 
the children to the benches outside the gym.   Take the Sign In/Sign Out 
Sheet clipboard, Backpack and Lights Out Kit with you.  Remaining calm

will help the children cope with the emergency. 

A Special Note on Dealing with Violence:  When you find

yourself confronted with a difficult situation you don’t know how to handle, 

involve a professional staff member.

The EMU Children’s Institute is committed to promoting and maintaining an 

educational environment that is free from harassment, humiliation and 

intimidation.  Parents/guardians, and family members are prohibited from 

displaying or engaging in any type of verbal abuse, physical abuse, and 

disruptive or threatening conduct toward any staff member, parent or child of the 

Institute.  Any violation of this policy will result in immediate dis-enrollment of the 
family’s child from the program.

Visitors:  All visitors to the Children’s Institute must go through the

administrative offices before they are allowed to enter a classroom.  For the 

safety of children and other staff, student employees may not have visitors 

in the classroom or around the children for any reason, while working at 
the Children’s Institute.  

ID Badges:  All student employees at the Children’s Institute are
required to wear a name-tag/ID badge to identify themselves to families and 
visitors.  Student employees will be provided with a name-tag/ID badge within a 
week of start date. If the name-tag/ID badge becomes lost or broken the 
student employee should notify the Customer Service Rep to receive a new 
one. 

A Special Note to our staff:  As a staff member of the Children’s 
Institute, you will find your job is exciting, demanding, challenging and very 
satisfying.  You are an important part of our program.  In order to help you do 
your job safely, effectively and efficiently, please read and refer to the materials 
herein on a regular basis.  We are very proud of our program and we will assist 
you in any way possible.  Please feel free to ask questions of our 
Professional Staff. 
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