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About St. Joseph Academy 
 

● History 
 

Our Center’s sponsoring organization, the Felician Sisters, has been a 

champion of compassionate care in the Milwaukee community since 1907. 

In the early years, the Sisters offered their services through an orphanage 

created to provide a home for children whose parents were deceased or 

were not able to care for their children. 

 

Over the past century, St. Joseph Academy’s services have grown and 

expanded to meet the changing needs of our families. In the 1960’s, in 

response to the increasing number of working families in our area, the 

Sisters received a license to operate a daycare center, formerly known as 

South Day Care Center of St. Joseph. In 1999, we moved to our current site 

and expanded our service offerings to include infants. 

 
Today, under the name of St. Joseph Academy (SJA), we provide care and 

education for children from the age of 6 weeks through eighth grade.  SJA 

continues to respond to the needs of our community and is pleased to 

continue to partner in providing exceptional care for children on the 

Southside of Milwaukee. As with other Felician-sponsored ministries, the 

Early Childhood Education Center (ECEC) is a resource and advocate for 

children and families in the community. 

 

● Who We Are 
 

SJA, a Christian-oriented school and child care facility, provides quality 

educational services to students, ages six weeks old to 8th grade. Our 

mission is to educate children to be successful lifelong learners and 

problem solvers. We are guided by the Felician core values for ministry: 

Respect for Human Dignity, Compassion, Transformation, Solidarity with 

the Poor, and Justice and Peace.  We collaborate with families and the 

community to fulfill this mission.  

 

● Philosophy 
 

SJA believes in the development of the child as a whole person. We 

consider the development and growth of the physical, social, emotional, 

intellectual, and cognitive capacities and abilities of children. Fundamental 

to effective growth is an environment that fosters positive relationships 

between parents, staff, children, and the community. 
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The educational philosophy of the Center is that young children learn 

through play and by exploring and directing their own experiences. The 

teaching staff and the environment offers children a variety of activities 

and experiences that promote each child’s self-esteem, self-help skills, 

intellectual growth, social interaction, self-expression, fine and gross 

motor, and communication skills.  

 

The classroom environment includes learning centers that offer 

opportunities for children to explore materials, experiment, make choices, 

solve problems, and expand their vocabulary.  Playing and interacting with 

others allows children the opportunity to develop friendships and 

consider the needs and rights of others. Through teacher-developed lesson 

plans, children engage in age-appropriate developmental activities that 

allows for both group and individual experiences. Our daily routine allows 

for active and quiet experiences in both indoor and outdoor settings 

(weather permitting). 

 

● Licensing and Accreditation 
 

SJA’s Early Childhood Education Center (ECEC) is licensed by Wisconsin 

Department of Children and Families (DCF) Division of Early Care and 

Education. The Center serves children 6 weeks old through 4 years old. We 

are rated as a 5-star YoungStar child care program through DCF’s latest 

initiative to ensure quality programming to children in our community. 

 

The ECEC is accredited by the National Accreditation Commission (NAC). 

This program offers early care and education program leaders the 

opportunity to demonstrate and document quality performance using 

research-based criteria and evidence-based practices. NAC provides a 

comprehensive, ongoing quality improvement system that recognizes the 

inherent diversity among programs through a self-study and award 

process. 

 

The Center is a proud member of United Way, which also provides 

financial support to SJA.  

 

In 2009, SJA became part of the Milwaukee Parental Choice Program and 

Wisconsin Parental Choice Program – one of only two schools at that time 

to gain this designation out of 57 applicants. To be accepted into this 

program, schools must meet demanding standards for academics, 

accreditation, staff qualifications, health and safety, accounting standards, 

and financial health. 
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A copy of our license, non-compliances, accreditation, and 5-star 

YoungStar rating certificate are available at the front desk, as well as a 

copy of DCF 251 Licensing Rules for Group Child Care Centers. 

 

● Hours 
 

ECEC is open to serve families from 6 a.m. to 6 p.m. Monday through 

Friday year-round. A yearly calendar identifies days the Center closes or 

adjusts hours of operation in commemoration of holidays and for staff 

training and orientation. A calendar is included in your enrollment packet. 

Please ask the receptionist at the front desk if you need additional copies. 

 

Curriculum  
 

● Curriculum 
 

Our Center’s curriculum is adopted from the Creative Curriculum, based on 

theory and research of early childhood theorists like Abraham Maslow, Jean 

Piaget, Stanley Greenspan, and Eric Erickson, just to name a few. The 

curriculum is continuous and has 36 objectives that are organized into nine 

areas of development and learning. The Creative Curriculum is also aligned 

with the Wisconsin Model Early Learning Standards.  

 

The curriculum framework is consistent with our educational philosophy 

and provides Center staff with the appropriate structure to ensure high 

quality early care and education. 

 

Please visit www.teachingstrategies.com for more information on the 

Creative Curriculum and www.collaboratingpartners.com/wmels for more 

information on Wisconsin Model Early Learning Standards. 

 

● Educational Goals 
 

Our hope is for children to: 

o Achieve age-appropriate milestones in all developmental domains: 

social/emotional, cognitive, gross motor, fine motor, and language 

development. 

o Learn the literacy skills needed to achieve success in an 

elementary school setting. 

o Develop a love for learning, thereby, becoming lifelong learners. 

o Enhance their curiosity, individualism, and creativity. 

o Appreciate and respect all creatures and value nature and its 

beauty. 

o Display appropriate behavior and make positive choices when 

faced with a problem, decision or challenge. 

http://www.teachingstrategies.com/
http://www.collaboratingpartners.com/wmels
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In partnership with United Way, we track the following child outcomes: 

o Children will develop age appropriate developmental milestones 

(cognitive, language, literacy, motor, and social-emotional skills). 

o Children will display or maintain appropriate behavior. 

 

● Field Trips 
 

Providing children with real experiences to help enhance our curriculum is 

foundational to their learning. Children, as young as infants, will get 

opportunities to explore the community by going for walks outside or 

strolling through the park located on 17th street. Starting in our 3-year-old 

program, children will go on field trips away from the Center. You will 

receive advance notification and a consent form granting permission for 

your child to attend.  

 

During most of our trips, we charter a commercial school bus. The school 

bus company is required to have insurance and their vehicles must be in 

good condition. Child safety restraints are not required on school buses due 

to its design.  

 

On field trips, we will solicit parent chaperones and other volunteers to help 

the staff better supervise the children. In circumstances where children 

display behaviors that may cause a safety risk, a parent chaperone will be 

required for the child to participate on the trip. Chaperones need to be at 

least 18 years of age and be able to control the child. If you are unable to 

secure a chaperone, you will be required to make alternative child care 

arrangements for the day.  

 

Children will also wear special t-shirts and or wristbands as an additional 

safety precaution. Staff is required to take their classroom emergency bag, 

which includes emergency contact information, emergency care plan 

information, and first aid supplies. One staff member on the trip must have a 

cell phone. 

 

● Pets & Animals (Policy 300.31) 
 

The Wisconsin Department of Children and Families (DCF) has strict 

guidelines regarding pets or animals on the premises. Occasionally, we will 

invite animals to visit the program to enhance and supplement the  

curriculum. Prior to an animal being on the premises, we will have 

documentation of immunizations. You will receive advance notification and 

must submit written permission for your child to participate. Per our 

licensing regulations, classrooms are not allowed to have pets that are 

prohibited.   

https://sjamilwaukee.org/wp-content/uploads/2021/03/300.31-Animals-on-School-Grounds.pdf
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● Assessment 
 

The Center develops Individual Child Portfolios as a tool to collect data on 

the children’s developmental accomplishments. Our assessment system, 

Teaching Strategies Gold, is aligned with Creative Curriculum’s goals and 

objectives and displays children’s development in a progression.  Artifacts of 

a child’s work and other information included in the child’s portfolio 

determine a child’s developmental accomplishments along the continuum. 

We also utilize assessment information to measure the success of an activity 

and individualize our curriculum to meet the needs of the children. The 

outcomes of children’s assessments will be shared with parents at their 

request and bi-annually during Parent Teacher Conferences in November 

and May. Parents should make it a priority to attend these conferences. 

 

● Special Needs 
 

Our program is an inclusive program. We try to meet the needs of all 

children. If your child has a more specific need, we will make every attempt 

to provide reasonable accommodations in accordance with the Americans 

with Disability Regulations (ADA) and the Individuals with Disability 

Education Act (IDEA).  

 

Our staff has specialized training in early care and education. This does not 

always include children with varying special needs. If it is determined that 

your child might need specialized services beyond our program, we will first 

discuss our concerns with you. Next, we will ask for your consent to have 

someone from “Child Find” or “Birth to Three” do a formal 

assessment.  Upon their recommendations, we will support you to ensure 

that your child gets the services he/she may need.  

 

If your child or family receives an Individualized Education Plan (IEP) or an 

Individualized Family Service Plan (IFSP), we ask that you provide us with a 

copy of the plan to ensure we are offering complementing activities and 

support, within reason, in your child’s daily activities at the Center. 

 

Programs  
 

● Overview 
 

The Center is rated 5-stars through YoungStar’s formal rating process and is 

accredited through the National Accreditation Commission (NAC). We follow 

standards and criteria designed to help children reach their optimal 

development. In each of our classrooms, we implement developmentally 

appropriate practices that are research-based and have been proven to 

increase developmental accomplishments. 
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● Infant Program 
 

Our Infant Program serves children ages 6 weeks through 12 months old. In 

addition to providing for an infant’s primary care needs of feeding, sleeping, 

and toileting, we give the infants opportunities to explore their 

environment.  Some of these activities include taking the children for walks, 

playing music, reading and talking with them, and giving them exposure to 

materials, equipment, and experiences that further enhance their 

development. In this program, each child has an individual schedule and 

routines become established in partnership with the parents. 

 

● Toddler Program 
 

Our Toddler Program serves children ages 1 to 3 years old. At this stage, 

children begin to assert their autonomy. We incorporate more defined 

learning centers to encourage exploration. We continue to work on 

developmental milestones. There is a special focus on teaching 

communication skills, introducing self-help skills, and appropriate social 

skills as children begin transitioning into a group schedule. The children eat 

and sleep at the same time and are encouraged to participate in large and 

small group activities.   

 

● Preschool Program 
 

Our Preschool Program serves children ages three and four.  In Preschool, 

there is a heavy focus on literacy development. The children stay engaged 

throughout the day in activities and experiences that promote early reading, 

math, and science skills. We encourage independence and problem solving. 

 

● Early Head Start and Head Start 

We partner with the Next Door Foundation to offer center-based Early Head Start and 
Head Start services to eligible families.  

Early Head Start programs provide family-centered services for low-income families 
with very young children, ages 1-3 years old. These programs promote children’s 
development and enables parents to fulfill their roles and to move toward self-
sufficiency. 

Early Head Start programs provide similar services as preschool Head Start programs, 
but are tailored to the unique needs of infants and toddlers. Early Head Start programs 
promote the physical, cognitive, social, and emotional development of infants and 
toddlers through safe and developmentally enriching caregiving. This prepares 
children for continued growth and development and eventual success in school and 
life. 

Following the general Head Start model, Early Head Start programs support parents, 
both mothers and fathers, in their role as primary caregivers and teachers of their 
children. Programs assist families in meeting their own personal goals and achieving  
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self-sufficiency across a wide variety of domains, such as housing stability, continued 
education, and financial security. 

Head Start programs prepare America’s most vulnerable young children to succeed in 
school and in life. To achieve this, Head Start programs deliver services to children 
and families in core areas of early learning, health, and family well-being while 
engaging parents as partners every step of the way. 

Head Start encompasses Head Start preschool programs, which primarily serve 3- and 
4-year-old children.  

● Staff 

The Center staff reflects a diversity of educational and work backgrounds.  We recruit 
and hire teachers who exceed Department of Children and Families (DCF) licensing 
requirements for child care teachers and assistant teacher positions.    

SJA participates in the Wisconsin T.E.A.C.H. professional development and education 
program for early childhood teachers. This program provides educational 
scholarships to child care professionals. 

All staff counted in staff-to-child ratio shall be physically, mentally, and emotionally 
able to provide responsible care for all children, including children with disabilities.  

All staff are required to maintain certifications in CPR/AED and First Aid. Additionally, 
staff have specialized training in Sudden Infant Death Syndrome, Child Abuse and 
Neglect, and Abusive Head Trauma Prevention Training for Child Care Providers. Staff 
must also obtain 25 hours of continuing education annually and be members of the 
Registry. The Registry, Wisconsin's Recognition System for the Childhood Care and 
Education Profession, acknowledges and highlights the training, experience and 
professionalism that is vital to quality child care.  For more information regarding the 
Registry, please visit their website www.the-registry.com. 

● Classroom Transitions – Changes in Caregivers 

Our goal is to retain high quality staff to provide care and educational services for your 
child and your family. We are devoted to providing consistency of care. We do our best 
to ensure that children remain with the same caregiver for at least one year. When a 
child is ready to progress to the next room/educational level, we inform the parent by 
telephone, e-mail, HiMama, or through a memo. When the parent agrees that his/her 
child is ready and can progress, the child gradually visits the new classroom with 
his/her primary caregiver/teacher. Each day thereafter, the child spends more time in 
the new room until he/she feels comfortable staying alone and working with a new 
teacher. 

Our transitioning process can take from one to two weeks depending on child’s 
readiness. We also encourage the parents to be involved throughout this process. 
Parents can visit the new classroom with their child in order to get to know the staff, 
children, and families in that new classroom. 

 

 

http://www.the-registry.com/
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Daily Routine 
 

● Child’s Schedule 

Parents are required to complete a schedule for their child. The schedule will indicate 
the days and times your child will be at the Center. 

● Absences 

Please notify the Center daily by phone at 414-645-5337 if your child is absent on a 
regularly scheduled day. If we do not hear from you by 9:30 a.m., someone from the 
Center will notify you to inquire about your child’s location. 

● Arrival & Departure 

Each day that you bring your child to the Center, you must check in using the keypad 
and the code assigned to you by the Enrollment Coordinator. This helps staff ensure 
your child’s safety throughout the day.  

All children are expected to arrive to the Center no later than 9:30 a.m. If you wish to 
arrive after 9:30 a.m., you will need to arrange this with your child’s teacher and the 
Center Director/Assistant Director. If prior arrangements are not made, we will refuse 
to accept your child for the day. 

If your child will not be attending for the scheduled day, it is important that you 
telephone the Center at 414-645-5337 before 9:30 a.m. Any absence, illness, or 
tardiness should be called into the Center. If we do not receive a call from you, 
someone from the Center will contact you to confirm your child’s location. 

When you pick up your child from the Center, you should sign out at the keypad using 
your assigned code. Failure to sign in and out will result in a $5.00 sign in and out fee 
for each occurrence. 

If the Center staff needs to contact you to pick up your child after 6:00 p.m., and you 
are NOT available by phone or the staff is unable to LOCATE you or your authorized 
pick up persons, a call will be made to Milwaukee County Social Services or the City of 
Milwaukee Police Department to pick up your child. There are NO EXCEPTIONS! 

Parents arriving after 6:00 p.m. to pick up their child(ren) will be assessed a Pick Up 
Fee of $1.00 per minute per child per occurrence. 

During arrivals and departures, we ask that you take your child to the appropriate 
classroom and notify the staff. Children are not allowed to sign themselves in or out, or 
meet parents at the car or reception area. 

● Authorized Pick Up Persons 
 

St. Joseph Academy’s policy is to deny release of children to any person(s) we do not 
recognize, are not on the Authorized Pick Up List, and/or are less than 18 years of age. 

If someone other than persons listed on your child’s Authorized Pick Up List needs to 
pick up your child, you must comply with the following: 
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o Notify your child’s teacher and the receptionist when you drop him/her off 
in the morning. 

o Provide the person’s name, description, and the time the person will pick up 
your child. This person must provide a picture identification card, such as a 
driver’s license, student I.D., or other official picture identification. 

o If your plans should change unexpectedly during the day and someone else 
will be picking up your child, you must call the Center 414-645-5337 and 
speak with the receptionist or a designee to give verbal permission for 
another person to pick up your child. 

 
We are always concerned about the well-being of children. We want to ensure that 
children are transported under safe circumstances. If someone arrives to pick up a 
child and has the smell of alcohol or appears to be under the influence of alcohol or 
other controlled substances, we will not release the child. An emergency contact will 
be notified and required to pick up the child. If the authorized pick up becomes 
belligerent, or refuses to allow us to contact an alternate pick up, we will contact Child 
Protective Services and/or the Milwaukee County Police Department.  

 
Custody Issues: It is inappropriate for the staff or the agency to get involved in custody 
issues. Our position is to follow any written legal requirements mandated or instituted 
by judicial authorities. It is the responsibility of the parent or guardian to supply the 
center with a copy of any documents.  

● Outdoor Activities 

Outdoor play is an integral part of the daily curriculum. The American Pediatrics 
Association recommends and the Wisconsin Day Care Administrative Code 251 states 
that children will be offered the opportunity for outdoor activities at least twice a day 
for full day programs. Children will be kept indoors during inclement weather. Code 
251 defines “inclement weather” as stormy or severe weather such as any of the 
following: 

o Heavy rain 
o Temperatures above 90° Fahrenheit 
o Wind chills of 0° Fahrenheit or below for children age two and 

above. 
o Wind chills of 20° Fahrenheit or below for children under the age of 

two. 

Please dress your child appropriately for outdoor play. If children are in attendance at 
the Center, it is expected that they will participate in all activities. 

● Rest/Nap Period 
 

Children under age five will be offered the opportunity to rest their bodies during the 
day. This activity usually occurs after the lunch period. After resting for at least 30 
minutes, non-napping children or children who wake up will be allowed to participate 
in quiet activities that do not disturb the children who are napping. Teachers and 
parents consult to determine the nap routine for infants. Children under 12 months 
are kept on an individualized nap schedule. 
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Child Guidance and Discipline  
 

● Policies 
 

Children arrive at the Center to find nurturing care, reasonable order and the promise 
of an interesting day. In such an environment, the number of disciplinary concerns are 
reduced. However, if child guidance becomes necessary, discipline will consist of 
positive redirection, and setting clear limits designed to help children develop self-
control, self-esteem, respect for the rights of others, and positive interactions with 
other children and adults. Sometimes a child’s behavior results in logical 
consequences that help a child learn the cause and effect relationship of his/her 
actions. 

In accordance with Center policy and State law, the Center’s staff will not use or 
permit any person on the premises to use physical punishment or behavior that is 
humiliating or frightening to a child. Actions that may be psychologically, emotionally 
or physically painful, discomforting, dangerous or potentially injurious are prohibited. 
Examples of prohibited actions include all of the following: 

1. Spanking, hitting, pinching, shaking, slapping, twisting, throwing or 
inflicting any other form of corporal punishment. 

2. Verbal abuse, threats or derogatory remarks about the child or the 
family. 

3. Withholding food or forcing naps. 

If your child’s behavior becomes too disruptive for the classroom, staff will work with 
you to create a behavioral modification plan to implement at home and school. We 
work with community agencies to assist in assessing behaviors. In the event a child’s 
behavior becomes violent and/or prevents others from learning, we may request 
family counseling or terminate child care services. 

● Discharge 
 

SJA may discontinue enrollment for any of the identified reasons, including but not 
limited to the following: 

o Failure to follow Center policies and procedures 
o Failure to submit required forms 
o Failure to comply with immunization requirements 
o Physical or verbal abuse of children or staff 
o Failure to drop off or pick up children at the agreed upon times 
o Excessive absenteeism 
o Failure to pay child care fees by agreed due date 
o Loss of W2 authorization 

In some cases, the Center may not be able to meet the needs of your child/family. If 
efforts between the Center and home do not succeed, we may discontinue care. We 
will meet with the parent to recommend other options for care. 

In the event a parent decides to terminate childcare services, we ask that you provide 
a written two-week notice. Failure to provide the appropriate notice will result in 
being billed for the two-week period. 
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Application Process and Documentation 
 

● Enrollment 

We are a community-based organization that provides early child care and 
educational programs to all who wish to enroll their children in our programs. We do 
not discriminate based on color, creed, sexual orientation, race, ethnicity, religion, or 
socio-economic status. 

All enrolled children must attend on a full-time basis. Please complete and return the 
following forms prior to your child’s first day of attendance: 

o Child Care Enrollment Form (CFS-62). Updated every three months. 
o Child Immunization Record. Updates coincide with standard dates provided 

by the Wisconsin Department of Children and Families (DCF). 
o Health History and Emergency Care Plan (CFS-2345). Updated every three 

months.  
o Child Information Form or Special Intake for Children under 2-yrs Form 

(CFS-61).Updated every three months. 
o Child Care Food Program Affidavit (DPI/FNS) 
o School Age Release Form. If applicable--transportation to/from local public 

schools. 
o Child’s Schedule and Fee Payment Agreement. For parents receiving 

Wisconsin Shares, fees may be adjusted, depending on the authorization. 
o Wisconsin Shares Authorization (W2) (If applicable) 
o Consent Form 
o Authorized Pick-up List 
o HiMama Acknowledgement 
o United Way Demographic Survey  

Registration fees must be paid prior to first day attendance.  

● Documentation  

The Child Health Report and immunization records must be submitted within 30 days 
of the first attendance day.  

The physical exam date: 

o May not be more than five months old for children under 2 years of age. 
o May not be more than 12 months old for children, ages 2 and 12 years old. 

Documentation of subsequent physical exams must be updated as follows: 

o Updated every six months for children less than 2 years of age. 
o Updated annually for children, ages 2 to 5 years old. 
o Updated every two years for children, ages 6 to 15 years old. 

 
Necessities Needed 
 

● Supplies 

Children will need the following supplies: 
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o Change of clothes (according to the season) 
o Blanket 
o Diaper ointment (if needed) 
o Diapers and wipes if not potty trained 

Additionally, infants will need: 

o Formula 
o Bottle 
o Pacifier (if needed) 

Please ensure that your child's name is clearly marked on his or her belongings. 
Having the necessary supplies is imperative to care for your child properly. If you fail 
to bring in supplies, the Center will purchase supplies and charge you a supply fee of 
$20.00. This fee will be added to your account.  

● Dress  

Please dress your child in comfortable, washable play clothes that suit your child’s 
needs. Children play actively indoors and outdoors, paint, spill, eat and drink. Avoid 
sending children to the Center in valuable clothing as it may be ruined. Jackets, boots, 
snow pants, caps, and mittens/gloves will be necessary (as temperatures require) 
since children will go outside daily, weather permitting. For your child’s safety, we 
require them to wear closed toe and closed heel shoes. 

● Change of Clothes  

A complete change of clothes (underwear, socks, shirt, pants, or dress) should remain 
at the Center. Please remember to change the clothing seasonally and as your child 
grows. Label all articles of clothing with the first and last name of your child. 

Health and Wellness 
 

● Tobacco Products and Firearms 

The Center established policies and procedures to protect the health and safety of all 
children and adults, in accordance with Wisconsin licensing rules for child care 
centers and recommendations of the American Pediatrics Association. 

For the health and safety of all children, smoking is prohibited on the Center’s 
grounds, including our playground and parking lot. Smoking is not allowed on field 
trips. No firearms or other weapons are allowed on the premises. 

● Wellness Checks 
 

Each day a teaching staff member will greet your child and perform a quick 

health and wellness check. Any observable injuries will be noted in a medical 

log to indicate that the injury did not occur at the Center.  

 

If a child arrives at the Center ill, the child will not be admitted. If a child becomes ill 
during the day, the parent/guardian will be contacted immediately to pick the child up 
or make arrangements for the emergency contact person or other authorized person  
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to pick the child up. Parents will have one hour to pick up a sick child. Failure to pick 
up the child within the designated timeframe will be billed a Sick Care Fee of $50 per 
hour.  It is important that parents keep emergency contact information and 
phone numbers up to date so that they can be reached immediately when a child 
is in need. 

Children will be sent home and should remain away from the Center for at least 24-
hours and are symptom free, including but not limited to the following: 

o Fever, 101° or higher 
o Unknown body rash 
o Vomiting 
o Three loose stools within a two hour period 

 
● Special Medical Conditions  

 

Children with special medical conditions, such as asthma, allergies, diabetes, 

etc., will have written documentation of the condition and instructions for 

their care. Copies of documentation will be kept in their file and readily 

available to their teachers. The staff will work with the parents and medical 

providers to ensure that instructions for care are being followed as directed 

by the medical provider. As appropriate, the Center shall provide additional 

training for staff when needed to ensure proper care. Parents are responsible 

for providing updates of forms as needed for their child’s medical conditions. 

 

● Communicable Disease (Policy 300.33) 
 

Children with communicable diseases as, but not limited to chicken pox, 

German measles, infectious hepatitis, mumps, measles, rubella, and invasive 

H Influenza are excluded from care until the child’s health care provider 

provides a written statement that he or she can return to child care. 

 

Parents/guardians must notify the Center in the event that a child contracts a 
communicable disease. The Center’s number is 414-645-5337. A report of possible 
exposure to a communicable disease will be posted in the classroom and HiMama so 
parents can be aware of symptoms. 

Whenever staff suspect there is a confirmed case of a communicable disease, children 
that are not immunized will also be excluded from care for their own safety until the 
case is denied or the duration of the communicable disease incubation period has 
passed. 

● Other Illnesses 
 

Children who acquire conjunctivitis (pink eye) or ringworm will be excluded 

from child care. Children may return to child care after being on the 

prescribed medication for a 24-hour period. For other rashes and diseases, 

such as hand foot and mouth, the child will be excluded until the child’s  

https://sjamilwaukee.org/wp-content/uploads/2021/03/300.33-Preparedness-and-Response-to-a-Pandemic.pdf
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health care provider provides written documentation that the child can  

return to child care. Children who acquire head lice will be excluded from 

care. The child will be allowed to return once they have had the appropriate 

treatment and are not free.  

 

A good indicator that a child is not feeling well is when the child only wants to sit and 
watch and not participate in activities. The staff will closely monitor any children who 
are not acting like themselves. Parents will be called if any of the above symptoms 
develop. When called, a parent/guardian should make arrangements to pick up their 
child within one hour of the call. Failure to pick up within one hour will result in a Sick 
Care Fee of $50.00 per hour.  

● Medication  
 

The Center’s policy is to administer medication only under the following 

conditions: 

 

o All medication (prescribed or over the counter) must be in the original 
container and labeled with the child’s first and last name, name of drug, 
dosage and directions for administration. 

o Medications prescribed for anyone other than the child will not be 
administered. 

o Over the counter medications that have dosage charts indicating, 
“consult physician” require written instructions from the child’s health 
care provider. 

o Medications will be administered when the parent has filled out an 
Authorization to Administer Medication Form. This form is available 
from the teacher. The form must be completed in full, signed by the 
parent or legal guardian, and dated. 

o All medication administered to children will be documented in the 
medical log. 
 

● Child Abuse and Neglect 
 

All St. Joseph Academy employees and volunteers are mandated by law to 

report any suspicions of child abuse and neglect. We will report suspicions to 

Child Protective Services (CPS). 

 
 

● Accident and Incident Procedures 
 

In the event that a child becomes injured or is involved in an 

accident/incident, an Incident Report is completed by the teacher and a 

message will be sent to the parent through HiMama. This report will be in the 

child’s file after the parent/guardian has read and signed the report.  

 

Center staff will perform basic first aid (cleaning area with soap and water, 

using Band-Aids and an ice pack) for minor injuries. The parent/guardian will 

receive a phone call if the injuries involve the head or face of the child. If the  
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injury is determined to be severe, a parent or guardian is notified 

immediately, and with input from the parent, we will call 911. 

 

Serious Injuries: For serious injuries requiring professional medical 

treatment, children are transported by ambulance to St. Francis Hospital 

located at 3237 S. 16th St., Milwaukee, WI 53215. The phone number is 414-

647-5000. The child’s teacher will ride in the ambulance with the injured 

child. A member of the Leadership Team will follow the ambulance and wait  

at the hospital until a parent or guardian arrives. The Center also maintains a 

medical log of injuries and medications. If suspected that a child has been 

poisoned, we will consult with the Poison Control Center prior to treating the 

child. 

 
● Universal Precautions 

 

Center staff are trained in and abide by Universal Precautions’ 

recommendations whenever there is exposure to a significant amount of 

blood and blood-containing body fluids, and/or injury discharges. Single-use 

disposable gloves are available at all times and worn by staff whenever there 

is contact with blood-containing body fluids or tissue discharges. Staff 

members are also educated each year about the proper method for cleaning 

and disinfecting areas that have been soiled by potential body fluid 

contaminants. 

 

● Toilet Training 
 

Toilet training is a process and should be a cooperative effort among Center 

staff, parent(s), and child. Center staff will not initiate toilet training with a 

child, without the input and approval of the child’s parent(s). Toilet training 

efforts will not be attempted until a child has transitioned into our 2-year-old 

program. A child will not be punished for lapses in toilet training efforts. 

 

Nutrition 
 

● Food Program 

SJA participates in the Child and Adult Food Meal Program (CACFP). Our meals are 
prepared onsite following the nutritional guidelines of CACFP. Nutritious meals and 
snacks are provided to children that attend the Center during the times that meals and 
snacks are served. Children receive breakfast, lunch, and a snack. If you want your 
child to participate in meals, they will need to be present during mealtime. No 
additional meals will be served after mealtime is completed. Mealtime is a time to 
teach nutrition and social and self-help skills. Our meals are served family-style when 
age appropriate. 
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Menus are posted on the Parent Board in each classroom and in other locations in the 
Center. Parents must complete the Child Care Food Program forms at the time of 
enrollment. These forms must be updated annually. 

Children with special dietary requirements or preferences will need written 
instruction from the child’s physician and a written request from the parent. The 
Center will make every reasonable attempt to meet this request. A completed medical 
statement from a physician must be on file for any child (including infants) with a 
restricted diet that excludes a required meal component. This statement must indicate 
the food(s) to be omitted and the food(s) that may be substituted. 

If parents choose to supply their child’s(ren) meals, the food must meet the meal 
components of CACFP. Foods brought from home must be labeled with your child’s 
name and date. The CACFP meal guidelines are included in the appendix. If you are 
bringing in specialty items, such as McDonald’s, we will require you to stay and feed 
your child outside of their classroom. This will help to avoid hurt feelings of the 
children who are not eating the specialty items. 

If parents feel there are discriminatory issues in how the food program is being 
administered, a complaint of discrimination can be filed. Please forward to USDA, 
Director, Office of Civil Rights, 1400 Independence Avenue SW, Washington, DC 20250 OR 
call  (800) 795-3272 or (202) 720-6382 (TTY). It is necessary that the information be 
sufficient to determine the identity of the agency or individual toward which the 
complaint is directed, and to indicate the possibility of a violation. Anonymous 
complaints should be handled as any complaint.  

Infant Meals: Parents can choose to provide their own formula or breast milk. When 
bringing in breast milk please ensure that the bag or bottle is labeled with your child’s 
name and date that the milk was brought to the center. The Center provides Gerber 
brand jar foods and cereals. Upon parent’s request, we can begin feeding infants 8 
months and older at a table 

Special Treats: Children are allowed to bring in special treats to celebrate 

holidays and birthdays. Due to allergies and potential diet restrictions of the 

children, you must seek guidance from your child’s teacher prior to bringing 

in treats. We encourage you to provide nutritious treats. All treats must be 

store bought and pre-packaged. Please do not send gum, candy, beverages 

(soda, Kool-Aid, etc.) or any other “junk food” items to the Center with your 

child. 

 

School Closings 
 

● Severe Weather 
 

In case of severe weather, SJA will close whenever the Milwaukee Public 

Schools close. Families will be informed of school closing announcements 

through local television and radio stations. We will also notify you via 

HiMama and school messenger. 
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In the event it becomes necessary to close the Center during the day, parents 

or the designated emergency contact will be notified. Please be prepared to 

pick your child up within one hour of such notification. 

 

● Holidays and Professional Development 
 

The Center is closed for seven major holidays:  

 

o Labor Day  

o Thanksgiving and day after Thanksgiving 

o Christmas Day  

o New Year’s Day  

o Memorial Day 

o Juneteenth  

o Fourth of July 

o Good Friday 

 

In late August, the program will close for one week for staff professional 

development and cleaning.  

 

A copy of our school year closings is provided in the enrollment packet. See 

the front desk if you need additional copies of our closings. A copy is also 

available on our website and will be sent to you via HiMama. 

 

● Emergency Evacuations  
 

The children and staff practice fire and tornado safety drills on a monthly 

basis. In the event there was an emergency where we had to evacuate the 

building, we would take the children to Villa St. Francis Assisted Living 

located at 1910 W. Ohio Ave, Milwaukee. Our alternate location is St. Francis 

Hospital located at 3237 S. 16th St, Milwaukee. Both facilities are within 

walking distance to the Center. 

 

Parent Involvement 
 

● Communication 
 

Choosing a childcare partner is one of the most important decisions a parent 

can make for the health and well-being of their child. To ensure that your child is 

receiving the best quality care, your ongoing involvement is key. 

Communicate with your child’s teacher. Discuss any problems and concerns 

when they appear. Make the time to schedule a conference to discuss your 

child’s progress and share information with the teacher that will enhance 

your child’s experience. Ask your child what he or she does at the Center. 

Listen carefully and encourage your child. If you have talents, skills, or other  
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interests that you are willing to share, let us know. Studies have shown that 

regardless of race, creed, religion, or socioeconomic status, children do better 

when their parents are involved in their education.  

 

Our goal is to partner with you to ensure children reach their optimal 

development. Throughout the year, we will plan various social, recreational 

and educational activities to involve you in your child’s early care and 

education at SJA. The events are detailed in our school year calendar. This 

calendar will be provided to you at the time of enrollment and every 

September thereafter. For additional copies, please see the receptionists at 

the front desk. 

 

Your child’s classroom will provide a monthly newsletter. Children will 

receive a Daily Report through HiMama. We use HiMama as a way of 

communicating with parents. Other memos will be distributed as necessary. 

Please view your child’s classroom Parent Board. This board will list the 

classroom lesson plan, daily routine, lunch menu, and other pertinent 

information. 

 

● Orientation 
 

Each family is oriented to the Center’s admission process during an 

enrollment session. During the enrollment meeting, we have the opportunity 

to get to know more about your family and your expectations for service. The 

Enrollment Coordinator will lead the meeting and discuss the Parent 

Handbook, policies, and procedures so you have a clear understanding of 

what we do, why we do it and how we can best work together. Families will 

have the opportunity to gain clarification, ask questions, or voice concerns 

they may have. Families are also encouraged and welcomed to visit their 

child’s classroom. 

 

● Open Door Policy 
 

Our program has an open door policy. We encourage you to visit, use HiMama 

or call about your child anytime during business hours. 

 

● Volunteering 
 

SJA appreciates and acknowledge the role volunteers play in enhancing the 

program. We screen and orient volunteers to maximize their experience here 

at SJA. If you or someone you know is interested in a volunteer opportunity, 

please direct them to Sr. Michelle Konieczny, Director of Mission Integration, 

at 414-645-5337 ext. 270 or smichelle@sjamilwaukee.org. 
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● Additional Resources 
 

SJA provides referral services to outside agencies and community 

organizations to assist families. Our staff will assist in referrals, scheduling 

student observations from outside agencies, conducting classroom 

observations, and/or coordinating services for Wisconsin Shares. 

 

● Celebrations 
 

As a Christian-oriented ministry, we celebrate Christmas and Easter. We 

strive to plan activities that are interesting and meaningful to children. Our 

Center curriculum demonstrates respect for a variety of customs and 

cultures. We try to incorporate the customs and traditions of all families we 

serve. If you have particular concerns or interests relating to special holidays 

and/or celebrations, please speak to your child’s teacher. 

 

● Confidentiality  
 

We understand the importance of building trust with the families we serve. 

All information pertaining to children and families is confidential and will not 

be discussed or divulged to anyone unless the information serves a legitimate 

childcare function. Parents are able to view their child’s records upon notice. 

DCF representatives and other authorities may also view children’s records 

in accordance with current laws and statutes. 

 

● Grievance Procedure (Policies 800.19 and 800.2) 
 

In order to assure due process, SJA recommends the following process when 

parents/guardians want to address an issue or concern regarding the care 

and well-being of their child(ren): 

 

o Notify your child’s teacher of your concern. 
 

o In the event the issue is not resolved, the parent/guardians may state their case 
in writing or in person to personnel in the following order: 

 
 ECEC Director 

 
 If the parent does not feel satisfied with the resolution provided by the 

ECEC Director, you can put in your concerns in writing or schedule a 
meeting with the President/CEO. 
 

 The Board of Directors will get involved as a final step in the grievance 
process. The grievance can be written or a meeting will be convened 
with the Executive Committee. The decision of the Board is final. 

Any family member, parent and/or child involved in the resolution of a conflict are 
guaranteed no retaliatory action. 

https://sjamilwaukee.org/wp-content/uploads/2020/05/800.19-Standards-of-Conduct-2020.pdf
https://sjamilwaukee.org/wp-content/uploads/2020/05/800.2-Child-Management-Techniques.pdf
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Payment Policies 
 

● Fees and Refunds 
 

Childcare tuition is billed weekly on the Monday after the week of care and is 

due by the following Monday. Other payment arrangements must be pre-

approved by the Director of Finance. Our fees are on the Tuition Contract, as  

 

well as our Fee Form. These forms are included in your enrollment packet. 

Your full tuition is charged for all weeks of care including the days we are 

closed. You are billed for school closings because our program is a high  

quality program and we pay our staff and incur general operating costs for 

those closings. You may choose to schedule a vacation day for your child on 

those days.  A list of our vacation benefits are listed on page 28. 

 

o Childcare fees are calculated at the time of enrollment and based on the 
scheduled hours of service. Fees for regularly scheduled childcare are based 
on full-days, a maximum of 10 hours of attendance daily. One scheduled 
change (other than a program or seasonal change) per calendar year will be 
processed without charge. Additional schedule changes will be assessed at a 
nominal fee of $5.00 per occurrence. 
 

o Payment for tuition must be paid in full weekly. 

o Payments, other than W2 childcare assistance, may be made by check, cash 
money order, debit or credit at the school office. If paying by cash, please be 
aware that change is not available. 

o Payment by W2 childcare assistance (EBT Card) must be made at the lobby 
kiosk or by computer or phone. 
 

o Payments should be made according to the signed tuition agreement. 
 

o Accounts two weeks past due will be grounds for suspension of child care 
services until the account is current unless alternative payment 
arrangements have been made with the Billing Office. 
 

o Child care Year End Statements will be available by January 31 each year 
and available at the reception desk. 

o A written notice from the parent/guardian of withdrawal of the child(ren) 
for regular childcare from the Center is required at least 10 business days 
prior to the child(ren)’s last day of attendance. Failure to comply will result 
in the parent being billed up to 10 days for the scheduled services.  

 
● Early Head Start Discount 

 

An Early Head Start discount of 30% is available to parents of children who 

enroll in the Early Head Start program and receive W2 Childcare Assistance.  
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Every three months an updated benefits report must be submitted to the 

accounting office so the copayment can be calculated. The 30% discount 

applies to the parent/guardians co-payment amount. 

 

Ex: $300.00 tuition bill 
($250.00) W2 Childcare assistance 

$50.00 Co-pay 
$50.00 Co-pay *30% = $15.00 

 
Co-payment due would be reduced to $35.00 ($50-$15) 

 

If a benefits report is not submitted, the discount will not be applied. Late reports will 
not be retroactive. In rare instances, a private pay family could qualify for Early Head 
Start and receive a 30% discount. 

● Sibling Discount 
 

A 10% reduction in tuition for regular enrollment of a second child and each 

subsequent child from the same family is available. The sibling discount goes 

to the lowest paid child’s tuition. For parents/guardians that receive W2 

Childcare Assistance, a benefits report must be turned in every three months. 

If a benefits report is not turned in, the discount will not be applied. This 

report calculates the co-payment. Late reports will not be retroactive. If there 

is not a co-payment on more than one child, a sibling discount does not apply. 

Private pay parents/guardians will automatically receive a 10% discount on a 

second child and each subsequent child from the same family. 

 

● Penalty Fees 
 

o $25.00 charge for each Non-Sufficient Funds check received.  

 

o $10.00 penalty fee for each 15 minutes or part thereof for any child 

who is dropped off before or picked up after his/her scheduled time. 

The first occurrence will be documented and no charges will be 

incurred. Second and subsequent occurrences will be charged and 

must be paid in full with the next week’s fees. A third occurrence may 

result in child(ren) being discharged from the Center. 

 

o Late pick up fee of $1.00 per minute per child for pick up after 6:00 pm 

in addition to the $10.00 penalty. 

 
o Failure to sign a child in/out each day will result in a charge of $5.00 

per day. This penalty fee must be paid with the next week’s fees. If this 

policy continues to be disregarded, the child(ren) may be discharged 

from the Center. 
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o Sick child fee of $50.00 per hour will be assessed for failing to pick up 

your child within one hour of being notified that your child was sick 

and needs to be excluded from care.  

 

● Wisconsin Shares 
 

Families receiving a child care subsidy through Wisconsin Shares (W2) are 

required to maintain a current authorization. Parents are notified by 

Milwaukee County and Center staff when their authorization has expired. The  

Business Office will provide a 30-day written notice to remind you that your 

authorization is expiring. A follow up phone call will be made if necessary to 

check the status of your new authorization. You are responsible for 

communicating the status of your authorization to our Business Office. If we 

do not hear from you, your child care will be terminated the day your 

authorization expires. 

 

If you can provide proof that your authorization is in process we will give you 

one week following the day you presented proof to obtain a new or corrected 

child care authorization. Documents you can submit include an eligibility 

letter sent to you by W2 or a print out from your “access” online account 

verifying that you are eligible for a child care authorization. 

 

During any period that W2 does not pay the expected cost of authorization, 

you will be responsible for charges added to your account.  

 

● Things to Bring to Apply for W2 or for W2 Review 
 

To apply for W2, contact Milwaukee County at 414-289-6464 or visit 

http://www.access.wisconsin.gov/. You will need to bring the following 

information to apply for Child Care. 

 

o Social Security Card 
 

o Proof of citizenship -  
Suggested documents: birth certificate, passport, adoption papers, US 
Immigration I-94, military ID, hospital or medical records 
 

o Proof of identity 
Suggested documents: driver’s license, school records, US military card, 
written affidavit (form HCF 10154) 
 

o Proof of age and relationship 
Suggested documents: birth certificate, adoption papers, alien registration 
card, hospital or medical records, baptismal certificate, school records or ID, 
court records, marriage certificate, divorce or separation papers, death 
certificate 

o Trust fund documents (trust fund agreement or court order) 

http://www.access.wisconsin.gov/
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o Earned Income  
All check stubs received for the last 30 days or a signed statement from 
employer that includes gross earning and pay dates expected for the next 30 
days or an Employer Verification of Earnings Form. 
 

o Earned income for self-employment  
Most recent income tax returns, including schedules SE, F, C or bookkeeping 
records. 
 

o Student loans, grants, scholarships, and fellowships  
Financial aid award letter or receipt from the financial office showing date of 
aid received and amount. 
 

o Unearned income (Award letter or copy of last check) 

If you have questions about your case, call 414-289-6000. In order to ensure the 
timeliness of your authorization, be prepared and well-organized for your review. 
Make copies of everything you send to W2. If you hand deliver items, ask a county 
employee to date and sign that they received your information on your copy. If you fax 
information, print the fax remittal report and save it with the items you sent. The fax 
number to Milwaukee County is 414-289-7820. You will need to provide 30 days 
worth of pay stubs and rent receipts for a six-month review. 

 

● Scholarship Program 
 

SJA has a Scholarship Program to assist families in need with child care 

expenses. The amount of funds allocated to this program depends solely on 

charitable donations received during the current year. If you are interested in 

applying for a scholarship, you will need to provide: 

 

o Two most recent paycheck stubs. 
o Completed copy of your income tax statements. 
o If there are extenuating circumstances, such as major hospital bills or loss 

of employment, provide a letter from your former employer or copy of bills. 
o A completed Scholarship Application. 

Scholarship applications are at the reception desk. If you apply, please return the 
information listed above to Sr. Michelle Konieczny at smichelle@sjamilwaukee.org. 

● Vacation Days 
 

o Vacation days are earned after a child has been continuously enrolled in the 
Center for a minimum of three months. 
 

o Vacation days are earned between January and December. These days must 
be used within the calendar year. They are not carried over from year-to-
year. 
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o Vacation days can be used for days that children are away from the Center, 

such as, illness, Center closed days, and holidays. 
 

o To request vacation time, please complete the Vacation Request Form. The 
completed form must be submitted to the Business Office as far in advance 
as possible, but no later than seven days after the absence. The forms are at 
the Reception Desk. 

 
o A maximum of thirteen days per year may be earned at a rate of six days 

after three months of continuous full-time enrollment and the remainder of 
seven days after six months of full-time continuous enrollment. 

o Unused vacation time may not be exchanged for additional service hours or 
applied to charges resulting from failure to notify the Center of withdrawal. 

 

o Enrollees will earn vacation days according to the following schedule: 

 Full-Day Enrollment: 13 days 
 

 After 3 months of Enrollment: 6 days 

 After 6 months of Enrollment: 7 additional days 

Additional Resources 
 

● Fees and Refunds 
 

The following is an abbreviated listing of area resources that may be of 

interest or helpful for you. 

 

o Milwaukee Public Library – Zablocki Branch 
3051 W. Oklahoma Ave., Milwaukee, WI 53215 
Visit www.mpl.org or call 414-286-3000 
 

o Car Seat Safety Tips 
Children’s Wisconsin/Safe Kids Wisconsin 
www.chw.org/carseats 
(see pages 30-33) 
 

o CACFP Meal Pattern Requirements (ages 1-15) 
Children’s Wisconsin/Safe Kids Wisconsin 
https://www.fns.usda.gov/cacfp 
(see pages 34-49) 
 
 
 
 
 
 
 
 
 

http://www.mpl.org/
http://www.chw.org/carseats
https://www.fns.usda.gov/cacfp
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ACKNOWLEDGEMENT AND RECEIPT OF HANDBOOK 

 
 

 

 I received the Parent Handbook of St. Joseph Academy. 
 

 I reviewed the information included about the program and Center policies and 
procedures. 
 

 I agree to abide by the policies and procedures therein. 

 

 

 

Parent/Guardian Signature 

 

________________________  

Date  


