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      KALAMAZOO DROP-IN CHILD CARE CENTER 
First Congregational Church 

129 SOUTH PARK 
KALAMAZOO, MI 49007  

 
Phone (269) 382-3640   Fax (269) 343-0123 
E-mail – kzoodropin@sbcglobal.net 
Web site: kd-iccc.org 
 
 
 
 
DESCRIPTION OF CENTER AND SERVICES 
The Kalamazoo Drop-In Child Care Center provides free, part-t ime child-care for preschool aged children of income  
eligible families in the Kalamazoo area.  Families may use our service up to 6 t imes per month.  This gives them a  
chance to run errands, keep necessary appointments, search for employment or housing, or take a healthy from the 
demands of parenting.   The Center is fully licensed by the state of Michigan.  KDCCC may serve up to 14 children 
per day.  We are open Monday through Friday from 11am-3pm. 
 
VOLUNTER JOB DESCRIPTION  
KDCCC relies on volunteers to be at our daily capacity.  Volunteer child care aides are asked to assist the staff in child 
care by observing and monitoring the children in free play and structured activit ies.  You may also be asked to help 
with daily and weekly light cleaning in the Center or help with clerical tasks such as mailings, folding flyers, and 
assist ing with the newsletter. Volunteers also assist daily with the preparing and doing of the structured activity. 
Volunteers assist with lunch, once they feel more comfortable in the Center, and regularly assist with taking the 
children outside when the weather allows. Volunteers have also assisted with the development and upkeep of our 
website, helped with data entry and part icipated in special one t ime clean up projects.   
             Although the tasks are varied, remember that your attention and response to the children will be your most 
valuable activit ies. Your eyes, ears, and hands enable the Center to live up to its logo, “A Safe Place for Children”! 
 
KDCCC DAILY SCHEDULE  
 Our daily schedule is very relaxed and flexible.  Basically the day goes as follows: 
  11am-noon             Children arrive/Free play 

Noon-12:30pm              Lunch 
12:30-1pm  Free play/diapering/toilet ing 
1pm-1:45pm  Quiet t ime 
1:45pm-3pm  Free play, going outside, snack, and/or possible scheduled activity 
 

In an attempt to help insure health and minimal illness among staff, volunteers and children, we ask that all 
volunteers include hand washing in their sign-in routine each day. Signs are posted to help you remember. 
 
FREE PLAY & SCHEDULED ACTIVITY  
 Free play is a very important part of child development.  Most of the children’s t ime at the Center is devoted to 
free play.  Children may play anywhere in the Center as long as there is a staff member present.   If a baby or child is 
sleeping in the sleep area, we ask the children not to play there.  Each week the Center focuses on a different theme 
and we offer activit ies that correspond to that theme. 
 Volunteer tasks-- 

1. Always have the children in your eyesight. 
2. Monitor the children; encourage cooperative play. 
3. Sit with the children and interact with them. 
4. Read stories, pretend play with them, do a puzzle, ride bikes, etc. 
5. Encourage their play with questions that expand their imagination. 
6. Assist staff in leading special activit ies with children. 
7. Alert a staff member if you think a child needs to be changed or taken to the bathroom. 
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LUNCH AND SNACK TIME  
 We serve a full lunch and snack to the children everyday.  Volunteers are encouraged to pull up a chair and  
eat with the children to create a family atmosphere. Volunteers may also bring their own lunch.  We do not give the  
children any food or drink that is not prepared for the whole group.  Children must sit at the table when eating  
or drinking.  Babies are on their own schedule and are fed when they are hungry.  
 Volunteer tasks— 

1. Before lunch, assist older children with hand washing at the portable sink.  Place younger 
       children in highchairs and use wet wipes to clean their hands. 
2. Sit and eat your lunch and/or help serve seconds to the children. 
3. Keep conversation tones to a minimum while a lesson is explained or a story is read. 
4. Help children to clean up with wet wipes and clean kitchen area with bleach water solution after meals.  
5. Help yourself to drinks in the refrigerator; keep drinks in the kitchen area and out of reach. 

                                                                                                                         
QUIET TIME  
  During quiet t ime, we try to get the babies and toddlers to sleep or rest on a mat.  The older children  
(approx. 3-5yrs.) have their quiet t ime in the bike room with the teacher/aide.  We read stories, do a craft activity,  
and play small group games.  In order to have a successful quiet t ime, it  takes the cooperation of all volunteers and staff. 
 Volunteer tasks— 

1. Help rock babies to sleep (if you feel comfortable).  Please do not fall asleep yourself!  �  
2. Help other children relax by reading books to them or doing a quiet activity, such as puzzles. 
3. Speak in low tones and keep conversations to a minimum. 
4. Assist the teacher/aide with the quiet t ime activities for the older children. 

 
ROOM RULES  
 Children can be the most adorable creatures and the most frustrating.  The children that attend KDCCC may 
only attend up to 6 t imes per month; therefore we practice more patience and give them a litt le more understanding 
because they are coming for different reasons.  But no matter how many t imes they come, there are certain rules they 
must follow. 

1. Keep hands, feet and all other objects to yourself.  No hitt ing, kicking, bit ing or throwing 
object sat others.  The young toddlers, especially, can be very self-centered and may need extra help 
remembering not to hurt another child.  If a child hits, bites, or kicks another child or volunteer, please 
inform a staff member who will take care of the situation. 

2. Children should walk unless in the LARGE MOTOR room. Running is allowed in the 
LARGE MOTOR room, as long as children are not knocking over other kids or toys. 

3. Children need to keep their feet on the floor.  No climbing up on table, over part it ions, or 
on chairs. 

4. Use “inside voices”& “say only positive things”. No name calling or swearing. 
5. Children must stay in the daycare area at all times and can only leave the area 

when supervised by a parent or staff member.  If a child needs to use the rest room or needs 
a diaper change, please inform a staff member.  Volunteers are not allowed to change diapers or take 
children to the bathroom. 

6. Avoid horseplay. No wrestling—with children or adults.  (Remember—volunteers are not 
punching bags or jungle gyms!) 

7. Children may or may not share their toys.  Cooperative play is encouraged, but not required.  
We like the children to get along and play nicely together.  However, depending upon their age, they may 
not be able to play with a group of children.  It  is not necessary for a child to share his/her toys, unless it is 
a basket of toys intended for use by several children.  Another child may ask if he/she may play too, but it  
is not required that the child share. We would suggest another or similar toy to the child or ask him/her to 
wait until the other child is finished with the favored toy. 

8. Children have to wear either socks or socks & shoes. No bare feet in the Center. 
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PICKING UP & CARRYING CHILDREN  
Whenever you pick up a child, please lift  them by their trunk under their arms.  We do not lift them by their arms or 
hands or swing them around like an “airplane”—which can cause their arms to be dislocated.  Carry children on the 
front of your body, taking care to protect their heads and necks.  No piggyback rides or shoulder rides.  Always take 
care to support heads when holding small babies.  If you are unsure, please ask a staff member. 
RELATING TO CHILDREN  
We understand that many of our volunteers may have very litt le or very extensive experience working with 
young children.  It  is a challenge but a very rewarding challenge.  In a day care center, there are certain ways of 
dealing with children that may vary from how you deal with them at home.  Here is a list of Do’s and Don’ts for 
dealing with children in the day care sett ing. 

DO:  a. Relate to the children in a posit ive, nurturing, supportive manner. 
b.  Model appropriate behavior, such as speaking politely, using manners, etc.  Remember that children are                                  

always watching us and listening to us. 
    c.   Respect the children the same as you would an adult. 
    d.  Use posit ive language and guidance methods to re-direct inappropriate behavior.  Help children to vocalize 

his/her needs. 
e. Avoid using the words “no” or “don’t;” rephrase your question in a posit ive way. 
     (Example: Instead of saying, “No running” or “Don’t run”, say  “Please walk”.)  
f. Help protect a child from being hurt by another child (if you are the closest adult you are expected to 

intervene); also try to anticipate and avoid accidents. 

 DON’T: a. Use any form of verbal abuse, such as a harsh tone of voice, humiliat ion, crit icism, shaming, ridicule,      
                        sarcasm, threats, name calling, or insults. 

b.  Use any form of physical abuse such as yanking, pinching, inappropriate touching, or hitt ing. Do not 
     t ickle, wrestle  or rough house. We like to maintain a calm, peaceful atmosphere. 
c. Force a child to say, “I’m sorry.”  At this age, they are probably not sorry and making them say it is  
      encouraging them to lie.  You can encourage them to understand how another person is feeling. 

                         If a child is gett ing out of hand, we ask the volunteers to alert a staff member who will take care of the  
                         situation.  If you have a concern about a child, please discuss it  with a staff member. 
RELATING TO PARENTS  
 Just like children, we relate to parents in a supportive and respectful manner.  Our parents use KDCCC for a 
variety of reasons and may be under a lot of stress.  If you feel comfortable, you may share a posit ive story or 
encouraging comment about their child(ren). 
 
RELATING TO STAFF  
 We like to maintain a light and friendly atmosphere in the Center.  If you have any questions, concerns or 
suggestions please feel free to discuss them with any staff member.  We hope that your t ime with us is enjoyable and 
we understand that it  is fun to socialize, but please remember that the children’s needs come first.  
 
 

KDCCC’s Staff and Their Roles: 
Kathy McNinch, Director (full  time) – Supervising all staff, volunteers and children.  Administrative duties,  
fundraising, marketing, mentoring of staff and volunteers, organizing volunteer schedule, recruit ing, interviewing 
volunteers, registering families and scheduling children.   
Heidi Albertson, Assistant Director (full  time) – Supervising volunteers/ children, overseeing lesson  plans and 
special activit ies, helping with diapering/toilet ing, preparing meals/snacks, overseeing daily operation of center, 
registering families and scheduling children.   
Vicky Robbins, Lead Teacher/Aide (part time) - Supervising volunteers/children, preparing lesson plans and 
special activities, diapering/toilet ing, leads quiet t ime for the older children, assists Assistant Director with daily 
program.   
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REPORTING SUSPECTED CHILD ABUSE & NEGLECT  
 Child abuse and neglect is defined as “  …any mistreatment of a child that results in harm or injury”.  Child 
abuse includes: physical abuse, emotional abuse, sexual abuse, and neglect: (FIA brochure, 1989)  All child-care 
providers (including volunteers are required to report suspected abuse to the appropriate authorit ies.  If you have any 
questions or concerns about a child’s behavior, please discuss it  with a staff member as soon as possible.  Warning 
signs of child abuse may be hard to determine. Keep alert for: 
 
PHYSICAL SIGNS- Note any unusual patterns or location of injuries, such as: 

�  Bruises, welts, or broken bones 
�  Cuts or scrapes                                                                                                  
�  Missing hair 
�  Injuries or redness around genitals 
�  Injuries at different states of healing 
�  Injury or medical condit ion that hasn’t been properly treated 
�  Painful urination or stomach aches 

The child or parent may explain these injuries as accidents. 
 
BEHAVIORAL SIGNS-Abuse can lead to major changes in behavior, such as: 

�  Aggressive, seductive or withdrawn behavior 
�  Unusual fears (of certain people, of going home, etc.)                                                                        
�  Craving attention 
�  Fatigue  
�  Lack of concentration 
�  Hunger, begging for food, stealing 
�  Frequent tardiness or absence from school 
�  Unusual knowledge of sex                                     (FIA brochure, 1989) 

 
CALLING IN SICK AND WORK SCHEDULE  
            Volunteers are expected to establish a regular set of hours and do their best to be consistent with 
those hours.  Adjustments and changes in the work schedule need to be discussed ahead of time and agreed 
upon. This will help ensure that we have enough adults to take care of the children.  In the event you are ill, 
you need to call the Center as soon as possible to let us know. You may leave a message on the voicemail. 
 
CONFIDENTIALITY  
 We hope that our volunteers enjoy their experiences at KDCCC and we understand that it is fun to 
share stories about the children with friends and family.  We expect, however, that volunteers help us in 
protecting our client’s privacy by changing their names or simply not discussing/describing our clients 
outside the Center. 
 
PROFESSIONALISM 
 Even though we try to create a relaxed and “home-like” atmosphere, KDCCC is still a business.  
Volunteers are expected to act in a respectful and professional manner.  Volunteers are encouraged to dress 
comfortably, but appropriately.  KDCCC and the church property is a smoke-free and drug-free workplace.   
 
Please remember that we do not expect our volunteers to know everything about child-care.  We 
understand that for some this is your first time in dealing with small children.  Please ask us if there is 
something you are unsure of.  We encourage all questions as we are all learning together.  Thank you 
very much for donating your time and talents to KDCCC. 
 

Three(3) Red Flags 
 
1. ”Owies” that no is 
     talking about 
 
2.  A change in personality 
 
3.  Ongoing unkempt  
      appearance 


