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Our Philosophy  
of Early Childhood Education 

We believe that every child is a unique creation of the  
Creator, and that the body, mind, and spirit of each child 
should be nurtured. As such, we seek to meet each child 
where he or she is emotionally, developmentally, spiritually, 
educationally, and socially, and we apply these principles  
to each facet of our planning, instruction, and activities. 
Children will experience fun and friendships under the 
guidance of teachers and staff who embrace and model  
the culture and heritage of the Potawatomi. 
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Governance 
Zagbëgon is an entity of the Pokagon Band of Potawatomi and is part of the Department  
of Education. The academy is overseen by a Site Manager who operates under the  
auspices of the Department of Education and its Director. 

Contact Information and Hours of Operation 
main (269) 783-2469  address 58620 Sink Road, Dowagiac, MI 49047
hours of operation Monday through Thursday. Zibé class is 8:30 a.m. – 2:30 p.m.  
Mtegwagké class is 9:30 a.m. – 3:30 p.m. Peshkwa class is 8:30 a.m. - 3:30 p.m.

Zagbëgon Team Members
site manager Autumn Carlson 
main (269) 462-4327 email Autumn.Carlson@PokagonBand-nsn.gov

center assistant Elizabeth Milliken 
main (269) 783-3197 email Elizabeth.Milliken@PokagonBand-nsn.gov

elder cultural associate Donald Sumners 
main (269) 462-4237 email Donald.Sumners@PokagonBand-nsn.gov

zagbëgon language specialist DeJonay Morseau 
email DeJonay.Morseau@PokagonBand-nsn.gov

cook Gerald Inman 
main (269) 462-4289 email Gerald.Inman@PokagonBand-nsn.gov

cook Andrew Bussler
main (269) 462-4289 email Andrew.Bussler@PokagonBand-nsn.gov

bus driver Scott Woods 
email Scott.Woods@PokagonBand-nsn.gov

bus driver Victoria Bickham
email Victoria.Bickham@PokagonBand-nsn.gov

Zibé River Room
lead teacher Kellie Wilson email Kellie.Wilson@PokagonBand-nsn.gov
assistant teacher Carrie Neumann email Carrie.Neumann@PokagonBand-nsn.gov

Mtegwagké Woodland Room
lead teacher Tamela Watson email Tamela.Watson@PokagonBand-nsn.gov
assistant teacher Danielle Hyatt email Danielle.Hyatt@PokagonBand-nsn.gov

Peshkwa  Meadow Room
assistant teacher Amanda Galvan email Amanda.Galvan@PokagonBand-nsn.gov
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Our Team 
Our Team Members are knowledgeable and experienced in early childhood education  
and dedicated to the care and teaching of young children. All Team Members have  
passed the Pokagon Band background requirements. 

Enrollment 
Enrollment applications are open the first business day of March. No drop-ins are  
accepted. Children must be enrolled to attend Zagbëgon classes. 

You must submit the completed Application for Enrollment online, along with other  
required documents, such as immunization record, birth certificate, etc. Children  
must be 3 years old by September 1 of the school year. Applicants will be selected  
on a first come first served basis, pending tier status:

• Tier 1: Pokagon Band citizens, siblings, and/or residents in a Pokagon household;

• Tier 2: Other Native Americans;

• Tier 3: All Other

Special consideration will be given to Pokagon Band employees for Tier 3 status.

Attendance
The Zagbëgon Team tracks the attendance of each student and implements a  
process that advocates for the students to attend school on a regular and consistent  
basis. Students are expected to maintain a regular attendance rate of 90% or higher,  
per month. 

A student may be considered truant and be withdrawn from Zagbëgon Academy  
after ten unexcused absences. A student may be considered chronically absent and  
withdrawn when missing at least 10% of all days. 

Dismissal from Zagbëgon
Zagbëgon reserves the right to dismiss a child from school if we cannot meet the  
needs of the child. Before dismissal, all attempts will be made to work with your  
child to meet his or her needs. A problem-solving meeting will be held with the  
Teacher, parents and any other agencies requested to help develop a plan to  
resolve the problem and best meet the needs of the child within a specified time  
limit. If the problem cannot be resolved and the child’s needs are not being met,  
the child will be dismissed from Zagbëgon. 

Withdrawal from Zagbëgon 
You are expected to notify the Site Manager two weeks prior to your child’s  
last day. Doing so allows the Zagbëgon Team to select and notify the next  
student on the waiting list. 
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Schedule of Operation 
Zagbëgon follows the academic calendar of Dowagiac Union Schools, including holidays  
and breaks. However, our preschool begins in September and ends in May on the Thursday  
prior to Memorial Day. Peshkwa Kindergarten class begins in August.

Inclement Weather Policy 
Zagbëgon will follow the inclement weather closings and delays of the Dowagiac  
Union Schools. If Dowagiac Unions Schools are closed, then Zagbëgon will be closed.  
For transportation purposes, Zagbëgon will not offer transportation services to  
neighboring communities that have been listed as having unsafe driving conditions. 

In the event of a one-hour or two-hour delay, each classroom will begin one or two  
hours later accordingly. Classrooms will end at their regularly scheduled time.  In the  
event of a delay, the bus will not run the morning route. However, there will still be an  
afternoon bus route.

Zagbëgon does not make up days missed due to inclement weather. 

Our Curriculum 
With High Scope Academic Curriculum, preschool children encounter learning through  
a combination of large group time, small group time, work time “free play,” (where students  
plan where they will “work” in various classroom areas, do the work, then “review” where  
they worked), rest time, and outside time. Our curriculum incorporates classroom “jobs”  
and “helpers” to build classroom community. Students also participate in field trips and  
other special events throughout the school year.

All students will have exposure to Potawatomi culture in various ways, such as using the 
Bodw’ewadmimwen language for everyday object identification, common commands,  
and other relevant material as opportunities present themselves throughout the curriculum. 
Students will also regularly participate in ceremonies conducted in the Zagbëgon  
Longhouse. These ceremonies will be a short sample of what a regular ceremony entails,  
such as using sacred medicines, addressing the fire, hearing stories, and receiving teachings. 
Families are encouraged to attend ceremonies. They are held every Monday and every  
Thursday. Please see your child’s class schedule for times.

Hearing the stories of our ancestors, learning to speak Potawatomi, and exploring the  
environment through the regular practice of hands-on experiences are at the core of  
your child’s day at Zagbëgon.

Progress Reports 
Teachers will perform quarterly and annual assessments to determine each child’s  
developmental and academic progression and review results during the school  
via parent/teacher conferences. A monthly newsletter/calendar will keep parents  
informed of classroom activities. Kindergarten students will receive report cards.
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Behavior Management and Discipline Policy 
Zagbëgon uses Conscious Discipline, which promotes seven skills of discipline  
that we believe foster student skills that transform discipline issues into teaching  
moments for students. 

These teaching moments are our opportunity to teach children the social-emotional  
and communication skills necessary to manage themselves, resolve conflict, prevent  
bullying, and develop pro-social behaviors.

The seven skills are Composure, Encouragement, Assertiveness, Choices, Empathy,  
Positive Intent, and Consequences.

Special Needs
Federal law states that all children have a right to free and appropriate public education,  
in the least restrictive environment under the Individuals with Disabilities Act (IDEA).  
To ensure that the needs of children eligible for services are being met, Local Educational  
Agencies LEAs and other service partners will often develop an Individualized Family  
Service Plan (IFSP). When children with disabilities enroll in preschool the IFSP transitions  
into an Individualized Education Program (IEP) that they may have until they graduate,  
updating goals each year. In order to make the transition to preschool as seamless as  
possible, and ensure that individual children’s needs are met, the Zagbëgon Team will:

• Work closely with the local agency responsible for implementing IDEA, the  
family, and other service partners, as appropriate, to ensure services for a child  
with disabilities are planned and delivered as required by their IFSP and assist  
with the transition to an IEP.

• Ensure that children are working towards the goals as noted in their IEP.

• Ensure that elements of the IEP, which cannot be implemented by Zagbëgon  
Academy, are accommodated by other agencies, related service providers  
and specialists.

• Attend IEP review meetings and provide feedback and guidance.
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Illness 
To ensure the health of other children and our staff, keep your child at home if he/she  
is displaying symptoms of illness or you suspect that he/she may be becoming sick.  
Similarly, please do not allow a sick sibling to enter the classroom(s). Symptoms of  
illness may include fever (defined as having a body temperature of 100° or higher),  
vomiting within the last 24 hours, diarrhea, nausea, or other indications of a contagious  
illness such as a sore throat, a chronic cough, or nasal discharge regardless of color or  
consistency of nasal discharge, an undiagnosed rash, lesion or irritation of the skin, pink  
eye or any other drainage from the eye (conjunctivitis), and swollen or enlarged glands. 

Keep your child at home if your child has head lice. If head lice is discovered on your  
child, you will be notified to come and pick him/her up immediately. The Zagbëgon  
Team will provide support and information to help you eliminate head lice. 

Your child must be lice and nit (eggs) free before returning to preschool. When in  
doubt, please error on the side of safety and keep your child at home. The Site Manager 
may decline admittance to a child who exhibits any of the above symptoms upon  
his/her arrival at Zagbëgon. 

Your child must be symptom-free without fever-reducing medications  
for at least 24 hours before returning to preschool. 
If your child becomes ill or displays any of the above symptoms after school has begun  
or we have other concerns about your child’s health, we will separate the child from the  
other children, make the child as comfortable as possible, and contact you immediately  
to pick up your child. If we are unable to reach you within 30 minutes, we will begin  
calling the emergency contacts listed on the child’s enrollment application. 

Please contact Zagbëgon Administration if your child is absent from school because  
he/she has been diagnosed with a contagious illness or head lice. We ask that you do  
this so that our team and other parents can be advised of the diagnosis (the name of  
the child shall remain confidential) and take any necessary precautions. 

Administering Medications 
Medication administration is limited to situations for which an agreement to give medicine  
outside of school hours cannot be made. Whenever possible, the first dose of medication  
should be given at home to see if the child has any type of reaction. Parents/legal guardians  
may administer medication to their own children during the school day. 

In situations where a child requires medication during the school day and arrangements  
cannot be made for a parent or guardian to administer such medications, the Zagbëgon  
Team will take the necessary steps to administer medications at the facility. 
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Minor Injuries 
Your child’s safety is a paramount concern at Zagbëgon and we will take every  
precaution to ensure his/her safety and well-being. Even with our best efforts,  
minor scratches, scrapes, bumps, and bruises may sometimes occur. In these  
cases, the Teacher will apply simple first aid to the injury as necessary, such as  
cleaning with soap and water and applying a bandage. The Teacher will prepare  
an injury report for the child’s file and the Teacher and/or Site Manager will  
review the incident with you when you pick up your child. A copy of the injury  
report will be provided. 

Serious Injuries and Medical Emergencies 
If your child sustains a serious injury or other medical emergency, the Teacher  
or Site Manager will immediately call 911 to request emergency medical services.  
While that call is being made, another team member will contact you to inform  
you of the emergency. If you cannot be reached, the Zagbëgon Team will attempt  
to contact one of your emergency contacts. Zagbëgon Team will continue to call  
until either you or an emergency contact person is reached. If EMS personnel  
determine that immediate transport to the emergency room is required and you  
or an emergency contact person have not yet arrived at school, a Zagbëgon Team  
Member will accompany your child to the hospital emergency room and will  
remain with the child until you or an emergency contact person arrives. The  
Teacher will prepare an injury report for the child’s file. The Teacher and Site  
Manager will review the incident with you and will also provide you with a copy  
of the injury report. Please note: for serious injuries and medical emergencies,  
we do not receive assistance from PHS.

Allergies and Asthma 
Allergies and asthma can produce life-threatening emergencies. If your child  
suffers from allergies and/or asthma, be sure you have submitted the information  
during the enrollment process. If the allergy or asthma has caused or has the  
potential to cause a life-threatening reaction in your child or if an antihistamine,  
an epinephrine injection, or a rescue inhaler has been required to relieve an  
allergic or asthmatic reaction, you must include an Allergy Action Plan or an  
Asthma Action Plan approved by your child’s health care provider. 

Your child’s safety and well-being are of paramount importance  
to us. After the application form is submitted and before your child is enrolled,  
the Site Manager and your child’s prospective Teacher will meet with you to  
learn the severity of your child’s allergy and/or asthma condition and to review  
the plan with you. If during the course of the meeting you decide that Zagbëgon  
cannot meet your child’s needs with respect to the allergy and/or asthma condition,  
you may withdraw the application. If the Site Manager and the prospective Teacher  
reach the same conclusion, we may decline to enroll your child. 
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Reporting Child Abuse and Neglect 
All Zagbëgon Team Members are mandated reporters. If we have reason to suspect  
that a child enrolled in Zagbëgon is being abused or neglected, the procedures for  
reporting the suspected abuse or neglect to Central Intake and/or Pokagon Band  
Department of Social Services will be followed, pursuant to Tribal and State law.

Meals and Snacks 
Zagbëgon provides breakfast, snack, and lunch for your child. 

If your child has ANY food allergy, you must inform the Site Manager and your child’s  
Teacher before the first day of school. The Site Manager and Zagbëgon Team members  
will make every effort to safeguard your child against a food-borne allergy, but your  
advice and assistance is needed to do so.

The Pokagon Health Services Nutritionist will visit classrooms to talk about and  
share healthy foods with students. Children may not bring food to the Academy,  
except with prior approval of the Site Manager.

Safety Drills and Evacuations  
including fire drills, emergency evacuation drills, bus evacuations, etc.
The Pokagon Band Police Department personnel are responsible for conducting  
monthly fire and dangerous weather drills, as well as ensuring that emergency  
evacuation diagrams and phone numbers are posted in each classroom. 

Safety 
To ensure the safety of your children while at school, all doors of the Zagbëgon   
building will remain locked throughout the day and we may ask you to show picture  
identification prior to admittance into the academy. 

Please ring the doorbell located at the front door. After providing your name and  
reason for entering the building, a Team Member will unlock the door. Please wait  
at the front desk for your child to be dismissed from the classroom.

Emergency Information 
Up-to-date parent and emergency contact numbers, as well as physician and health  
information, will be maintained on-site for every child. If your information changes  
for any reason, please inform the Zagbëgon Team  immediately. 
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Field Trips 
Your child may have opportunities for field trips. Field trips will be offered, provided  
we have enough staff and volunteers available to safely supervise the children. Zagbëgon  
will provide or arrange transportation for students on field trips. You or your designee  
may provide transportation for your child and accompany him/her to any off-site field trip. 

Family Involvement and Volunteering
Families are encouraged to participate in the education of each child through visits,  
volunteer time, conferences, and special events.

Volunteers are always welcome. Please contact the Zagbëgon Team to inquire about  
the volunteer application process and be sure to plan in advance with your child’s Teacher  
to minimize disruption in the classroom. 

Communication between the Zagbëgon Team and families is important. We urge parents  
to speak with their child’s Teacher and to keep them informed of any important events  
that may be happening in the home or within the family, so that we can offer loving support  
and sensitivity to the child while they are at Zagbëgon. 

Parent-teacher conferences will be scheduled during the year. However, should  
you wish to confer with your child’s Teacher at other times, please schedule an  
appointment with her/him. 

Please keep communication brief with your child’s Teacher during arrival and dismissal  
times with an understanding that the Teacher’s attention needs to be on the children. 

Alcohol, Drugs, Tobacco, and Firearms Policy 
Zagbëgon is an alcohol-free, drug-free, and smoke-free facility. This does not prohibit  
the ceremonial burning of tobacco, sage, cedar, and sweet grass. The use of alcoholic  
beverages, illegal drugs, and tobacco in Zagbëgon is not tolerated and any person  
doing so will immediately be directed to leave the facility. In addition, we will not release  
a child to any person believed to be under the influence of alcohol or drugs and the  
Zagbëgon Team will contact one of your emergency contacts to transport the child. 

Firearms are not permitted in the facility. A person carrying a firearm, concealed or  
visible, will not be permitted to enter the facility. This shall not apply to employees  
who are Pokagon Band law enforcement officers.
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Arrival and Dismissal Schedule

Arrival
Please escort your child to the classroom. Be sure the Teacher is aware of the child’s  
arrival prior to departing. Please leave your child at the classroom door, so the Teacher  
may maintain the classroom with minimal disruption. Please be prompt so your child  
can participate in the morning activity and the class can keep to its daily schedule. 

Zibé arrival time is from 8:15 – 8:30 a.m. 
Mtegwagké arrival time is from 9:15 – 9:30 a.m. 
Peshkwa arrival time is from 8:15 - 8:30 a.m.

Dismissal
Please arrive on time for your child’s dismissal as the children have had a full day  
and are ready to rest. We understand situations may arise that may cause a parent  
to be late in picking up their child/children. Please speak with the Teacher and the  
Site Manager if you need to make special arrangements regarding late pick-up.  
Please wait at the front desk for your child to be dismissed from the classroom. 

Zibé dismissal time is from 2:15 – 2:30 p.m.
Mtegwagké dismissal time is from 3:15 – 3:30 p.m.
Peshkwa dismissal time is from 3:15 - 3:30 p.m.

Release of Children 
Children must never be released from a classroom or bus to anyone who is not a  
legal parent or guardian or anyone who is not listed on the Emergency Contact and  
Authorization for Child Release Form. The Emergency Contact and Authorization  
for Child Release Form must be updated annually or whenever there is a change.  
All changes must be submitted in writing to the Site Manager. 

When the authorized person is not known to Team Members, the person will be  
required to show picture identification (i.e. driver’s license). 

Any exceptions or emergency situations must be approved on a case by case basis  
by the Site Manager. 

All persons authorized to pick up a child need to sign their child out when they  
pick him/her up.
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Delayed Pick-Up Procedure 
The Zagbëgon Team must be contacted when parents or guardians are unable  
to arrive 15 minutes after the end of class or unable to meet at the designated bus  
stop on-time. Bussed children, in this case, would return to Zagbëgon Academy.

Continued late arrivals and pick-ups may result in your child being dismissed  
from Zagbëgon Academy.

Transportation
The Zagbëgon Team shall determine the locations for enrolled students in need  
of bus transportation. As part of the orientation process, Zagbëgon will provide  
information regarding transportation.  Zagbëgon Academy Transportation Team  
is committed to providing transportation services to as many families as possible.  
We prioritize with families who have children needing to be picked up or dropped  
off at childcare and/or live more than one mile from Zagbëgon. We are unable to  
service door-to-door.  

All families utilizing transportation will need to submit a bus protocol letter of  
acknowledgement during enrollment.

Toys from Home
We understand that bringing along a “piece of home” is often important to little  
ones. If this is the case with your child, please speak with his/her Teacher to see  
if an arrangement can be made for a special item that travels from home to  
Zagbëgon. If the special item causes a conflict or disruption in the classroom, your  
child will be required to store the item and we may ask that they keep the item at  
home. No play weapons (play guns, knives, swords, etc.) are allowed at Zagbëgon. 

Children’s Clothing 
Please dress your child in comfortable play-clothes for a school day that includes  
recess, craft activities, and more. We make every effort to use washable art items  
but occasionally even washable products stain clothes. Please keep this in mind  
when you dress your child for school. 

Be sure your child is dressed in clothes he/she can easily remove by himself/herself  
in the restroom (i.e., no overalls). Hats or hoods may not be worn in the classroom.  
Children will have outdoor recess when temperatures are reasonable. Please put  
your child’s name or initials on all coats, hats, gloves, and/or mittens, etc. 

Please provide a seasonally-appropriate change of clothes for your child in a large  
Ziploc bag labeled with your child’s first and last name to be kept at school in case  
of an accident. A reminder will be sent home when it is time to change  
from warm to cool weather clothes and vice versa.



Social Media/Privacy 
Please use care when posting pictures from school on social media, keeping in  
mind that some parents may not be comfortable having their young child/children’s  
pictures posted. We recommend that you obtain parent permission before  
posting pictures from school that include children other than your own. 

Confidentiality 
We value the partnership created with the families of children enrolled at Zagbëgon  
Academy. With respect to you, we consider all information as confidential. Unless  
you direct us to do otherwise, we shall share that information only with persons who  
require it to ensure your child’s health, safety, and well-being while enrolled at Zagbëgon. 

Concerns 
All complaints/concerns should be presented and addressed to the Site Manager.  
The Site Manager will provide the parent/guardian with the formal process of which  
to file a complaint or a concern. 

Conclusion 
The policies, procedures, and other information contained in this handbook have been  
established for the safety and welfare of all children entrusted in our care. Should you  
have any questions, please contact the Site Manager. 

The policies, procedures, and other information may be amended, deleted, or modified. 
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