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Welcome to the University Child Development Center!
We are excited you and your child have decided to join us here. The UCDC
provides your child with a caring, supportive environment and rich educational learning
opportunities while also serving as a training facility for University students. At our
Center, we strive to learn and grow together in a caring supportive community. We are
passionate about our work with children and families and look forward to working
together.
This Family Handbook should serve as a guide to our program and its policies.
While we have attempted to address most common questions, it is unlikely that every
question has been answered in these limited pages. If you should ever have a question,
please let us know. It is our goal to make our families feel comfortable here. Please come
and talk to us if you have questions or concerns. We are looking forward to serving you in
the coming years.
Sincerely,
Barb Meraz
Site Director
University Child Development Center
Sara Starbuck, EdD
Administrative Director
Early Childhood Centers for Teaching, Research & Education
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University Child Development Center
Southeast Missouri State University
2401 N. Main Street
Sikeston, MO 63801
573-481-9724

Administration
Early Childhood Centers for Training, Research & Education
The University Child Development Center is a partner of the Early Childhood Centers for
Training, Research & Education (ECCTRE), a unique professional team dedicated to academic
excellence through high quality child care and education, student training, research and
professional education. ECCTRE is located within the Department of Human Environmental
Studies in the College of Health and Human Services. The University School for Young
Children is also a partner of ECCTRE. Dr. Sara Starbuck is the Administrative Director of
ECCTRE. For full contact information, see the directory at the beginning of this manual.

Site Director

Barbara Meraz
bjmeraz@semo.edu
573-481-9724

Administrative Director
Early Childhood Centers for Training,
Research & Education

Dr. Sara Starbuck
sstarbuck@semo.edu
573-651-2734

Chair
Human Environmental Studies

Dr. Shelba Branscum
sybranscum@semo.edu
573-651-2729

Dean
College of Health & Human Services

Dr. Morris Jenkins
mjenkins@semo.edu
573-651-2178
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Program Overview
Mission
The University Child Development Center (UCDC) strives to support
the University’s teaching, research and service missions. At the
UCDC, we


Promote access to higher education through the provision of
affordable, accessible, quality child care.



Support teaching through providing a model for University
students. Through observation and by working with children,
students learn principles of child development and early
childhood education under the direction of experienced
professionals.



Support service by providing a quality child development focused preschool program for
children six weeks to six years of age. Our teachers share their knowledge and skills
with parents, students and professionals in the early childhood education community.

Philosophy
At the University Child Enrichment Center, we believe
in creating an environment that promotes active, experiential
learning through play and reflection for learners of all ages.
We support positive development by providing stimulating
learning environments with rich opportunities for growth and
discovery. Our philosophy is grounded in knowledge and
theory in child development, early childhood education, and
developmentally appropriate practice. We respect all
individuals and support the unique abilities and perspectives
each brings to our work with young children and families. We
value families and the community and appreciate the multiple
contexts that impact development and growth.
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Curriculum
At the University Child Development Center, children learn through play. The
classrooms are arranged in interest centers to give children the opportunity to choose freely
from a wide range of learning experiences. Teachers observe children closely to identify
children’s interests and create on-going projects to stimulate their learning. Projects are indepth studies of concepts, ideas, and interests, in which the teacher guides the children as they
research the topic of choice. The goals of our program are:


To provide children with an environment in which they can learn to express their ideas
and feelings.



To provide children with opportunities to become self-directed and self-confident.



To provide children with appropriate social skills through interactions with peers and
adults.



To provide children with a love of learning through exploration and discovery.



To promote respect for self and others.

Our program encourages the development of self-discovery, experimental learning, freedom of
choice, and cooperation among children.

Missouri State Licensing
The University Child Development Center is licensed with the state of Missouri and
complies with all state licensing guidelines and procedures. The licensing regulation handbook
is available online at http://www.sos.mo.gov/adrules/csr/current/19csr/19c30-62.pdf and access
to inspection reports is available through the Section for Child Care Regulation.

Accreditation
The University Child Development Center is accredited by Missouri Accreditation of
Programs for Children and Youth. Missouri Accreditation provides quality standards for
programs serving children from birth to school-age within the state of Missouri. Programs that
achieve accreditation are members of an elite and unique group because they have achieved a
high standard of quality.
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Certified Nature Explore Classroom
The Sikeston University Child Development Center is proud to have a certified
Nature Explore Classroom. Nature Explore is a collaborative project of Arbor Day
Foundation and Dimensions Educational Research Foundation. According to Nature
Explore,
Certified Nature Explore Classrooms are dynamic, nature-based play and
learning spaces. Nature Explore Outdoor Classroom Design Services apply
research-based, field-tested design principles to create these nature-rich outdoor
spaces that can be located anywhere a school, child care center, park, or other
community site might have a traditional playground. Certified Nature Explore
Classrooms enhance the physical environment and add natural beauty to the
surrounding area.
For more information about Nature Explore Classrooms and other resources, consult
their website at www.natureexplore.org.
Commitments
We are committed to the core values, ideals, and principles of the field, as stated in the
NAEYC Code of Ethical Conduct, and to the NAEYC Early Childhood Program Standards and
Accreditation Criteria.

Program Services
Program Calendar
The University Child Enrichment Center is open year-round from Monday through
Friday. The UCDC will be closed on University holidays and the Friday before the
beginning of fall and spring semesters for student orientation. The UCDC closes with the
Sikeston campus due to inclement weather. Please follow the University calendar, available
online, for dates when the Center will be closed:


Independence Day



Labor Day



Thanksgiving (Thursday and Friday)
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Christmas Eve through New Years Day



Martin Luther King Day



Designated Spring Holiday (Friday before Easter)



Memorial Day



Up to 3 days per year for professional development training with a timely notice given



Friday before each semester begins (Dates to be announced)

Hours of Operation
The University Child Development Center operates from 7:30 -5:30 Monday through
Friday.

Ages Served
The University Child Development Center accepts children from six-weeks through five
years until going to kindergarten.

Eligibility
The Center is open to University and Community members. Past University accounts
must be paid in full prior to enrollment.

Assurance of Non-Discrimination
All eligible children are welcome and no child or family is discriminated against on the
basis of race, color, gender, national origin, familial status, sexual orientation, political beliefs, or
disability. Children are given equal opportunity based upon the enrollment policy. The program
adheres to the Americans with Disabilities laws.

Registration
Families complete an application form and are put on a wait list. Notification is made as
openings become available. At this time, the Director will provide paperwork and give a more
detailed introduction to the Center including orientation to the classroom for the child and family.
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Orientation
It is best if a parent can visit in the classroom with the child for a period of time before
the child’s scheduled start day. The visit allows the child to feel more comfortable and helps
build trust between the child, parent and teacher. We encourage you to bring your child to visit
the classroom before your child begins attending.

Withdrawing from the Program
A two-week written notice is required prior to withdrawal from the University Child
Development Center. When this notice is not given, fees for the remainder of the payment plan
month will be charged to the account or withheld from any refund. Failure to pay for services
will result in a hold on use of University services. If a child is withdrawn from the program upon
the recommendation of the Center, a refund of prorated fees will be made.

Termination of Services
Services may be terminated under the following circumstances:
1. Failure to provide the necessary and accurate paperwork may be cause for termination from
the program. We are obligated by licensing and accreditation standards to maintain current
records on our children in order to provide for their safety. It is essential that we have
accurate information about their health history, parents' schedules, and emergency contacts.
2. Failure to make fee payments in a timely manner may be cause of termination. Parents must
take the initiative to make special arrangements if experiencing temporary financial
difficulties.
3. When a child is unable to adjust to the program, we will work with the parents to find
solutions to the problem. In most cases, by working together, we find a satisfactory
resolution and the child does well. However, sometimes we determine that our program is
not the right fit for the child. In these situations, the Director may request that the parent
seek a different type of care for the child and will give 2 weeks’ notification of termination.
4. If a child’s behavior is disruptive, the Center will follow the procedures of the Disruptive
Behavior Policy. If it is determined that the University Child Development Center is not able
to meet the needs of the child, the Director will give the family notice that we must
discontinue services. We will provide the family with 2 weeks notice except in a case where
allowing the child to remain in attendance would create a safety concern.
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Services to Children
Enrollment Policy
Enrollment at the University Child Development Center is open to university and
community families on an equal basis. Admission to the Center is on a “first come, first served”
basis for each age group. Completed applications are dated upon receipt. This date
determines the order for contacting parents of children on the waiting list who are interested in
future enrollment of their child. The waiting list is updated each year. Failure to respond to an
update notice will result in withdrawal of the child’s name from the waiting list. It is the
responsibility of the family to ensure that the Center has current contact information and to
respond to phone messages and letters regarding openings.
Priority for enrollment of children at the University Child Development Center is
determined by the following means in this order:
1. Siblings of currently enrolled children according to the waiting list by date of application for
any opening by age groups.
2. Children who are not siblings are enrolled according to the waiting list by date of application,
for any available opening by age groups.
If a child is withdrawn from the program, families must complete a new application in
order to re-enroll the child in the University Child Development Center. That application will be
dated at the time it is submitted, and the new date will be used for the waiting list.
A non-refundable $25.00 registration fee is required at the time of registration.

Child-Staff Ratios/Group Sizes
The Center follows and, in some cases, exceeds Missouri accreditation standards for
group size and child-staff ratio. We are able to provide higher numbers of adults in the classes
at times because of the large number of University students who are training in our classrooms.

Screening and Assessment
Teachers will assess each child within 60 days of beginning at the UCDC using the Ages
and Stages Questionnaire. This screening tool helps us assess your child’s development and
alerts us to any delays. It is important to know early when children are experiencing delays in
development because early intervention is key to children’s development.
Teachers will also be observing your child in the classroom to see what his interests are
and when he is ready to take a new step in development. As they make these observations,
Family Handbook, University Child Development Center
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the teachers record what they see so that they can share the information with you. Our
teachers use the Creative Curriculum Developmental Continuum and the Focused Portfolio
assessment to keep track of these observations. Teachers also use the Missouri Early Learning
Goals for planning and assessment. Teachers will share their findings with you at a scheduled
conference time. However, you should feel free to talk to your child’s teacher at any time or
schedule a meeting if you have questions or concerns.
University students may contribute to your child’s file, as they observe the children as
part of their coursework. As a laboratory school, it is important that students have this
opportunity to study the development of children. Keep in mind that the University students are
still learning and are under the supervision of the lead teacher. Please consult your child’s
teacher or the director if you have questions about a student’s feedback.

Transitions between Classrooms
Children are placed in classrooms based on their age. Transitions occur near the time
of a child’s birthday when the child is ready to move to the next room (toddler, two’s or
preschool). The child’s current teacher, next teacher and the director will work with you to make
the transition smooth for you and your child. Please let us know if you have any concerns
during the transition time so that we can address them together.

Recommendations for Children’s Clothing & Possessions
Clothes for Messy Play
We believe that children must employ all their senses to become engaged learners
through exploration and discovery. We want them to develop curiosity and inquisitiveness, to
persist in their work, even when they become frustrated, so that they reach mastery beyond
their present level of knowledge and skills. In order to become masterful as young explorers, it
is important for children to feel free to make a mess. Sometimes the materials we use are
messy and sometimes they get on the children’s clothes. We do try to protect clothing, but spills
do happen and smocks don’t protect all parts of the clothing. Please send your child in play
clothes so that making a mess is not a problem. If you have an important engagement after a
school session, please bring a change of clothing and tell your child’s teacher so that we can
clean up your child before you arrive. Also, if you have strong feelings about how you want your
child’s clothing treated if it does get paint or other material on it, please tell the teacher.
We work hard to comply with parents’ wishes. We are engaged in vigorous, active play every
Family Handbook, University Child Development Center
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day. Clothing that is easy to move around in, bend and stretch, dance and climb makes active
play more enjoyable. Stretchy cotton knit fabrics and elastic waist pants or shorts help children
feel comfortable when moving and encourage self-help skills like toileting.

Change of Clothes
Children need to keep a complete change of clothing
(underwear, socks, pants and shirt, or dress) at school. Each
piece of clothing should be labeled with the child’s name. The
extra clothing should be kept in a ziplock bag with the child’s name
on it. Parents should check frequently on each child’s supply of clothing,
keeping it complete and appropriate for each season of the year. Whenever soiled clothing is
sent home, it should be replaced the following day. Also, please return center clothing the next
day if your child wears it home as we have very limited clothing available. Clothing should be
inexpensive enough so that damage or loss will not cause great concern. Diapers, labeled with
the child’s name, should also be included for children who are not yet toilet trained.

Clothing Suited to the Weather
We will go outside on most days, so children should dress accordingly. We will not keep
individual children indoors during outdoor time. Children who are too ill to go outside should not
be at school, so children who do come should be ready to go outdoors. Children should wear
mittens or gloves and a cap or head covering in windy or cool weather. Children should also
have long pants or other covering for the legs for cold weather and should have boots or
appropriate foot gear for rain or snow and rain coats for rain. We recommend that children wear
sneakers or other snug shoes, not sandals, in warm weather to provide better protection for
their feet and better traction while running and climbing.

Bedding
The Center provides sheets for all children for nap time. This bedding is sanitized on a
regular basis. Because of strict regulations regarding infant sleeping that have been developed
to prevent SIDS, we cannot put any additional items in cribs with infants under 12 months.
Infants must be swaddled if a blanket is used and the blanket must be placed below the
shoulders.
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Older children may bring a small blanket and a small pillow. Please label these with
your child’s name. Please remember to take these items home for laundering on a regular
basis to minimize germs, especially if your child has been ill.

Cubbies
Each child will have an assigned cubby to keep his or her belongings. Please label all
items brought to the Center. We ask that you regularly check your child’s cubby and remove
artwork and items that are no longer needed at the Center.

Treasures/Possessions
Please keep to a minimum the number of items that are brought into the classroom.
Toys that are brought to the Center will be placed in your child’s cubby. For young children, a
transitional object, such as a favorite blanket, doll or stuffed animal may be needed at the
beginning of your child’s experience at the Center and we encourage the use of objects that
make children feel more comfortable. Please talk with your child’s teacher about your child’s
individual needs.

Unacceptable Items
At the University Child Development Center, we request that the following items not be
brought to the child’s classroom: guns, violent/aggressive toys, gum, candy, money. Please do
not send juice in bottles with toddlers, as we are unable to let children drink juice from bottles, in
keeping with our health policy. Under no circumstances should you put medication in your
child’s backpack. There have been instances at other centers where parents have done this
and children have taken the medication. If you are transferring your child to another party who
will need to give your child medication, please give the medication to the child’s teacher for
safekeeping.

Working with Your Child
Children’s Special Needs
As partners with parents in supporting children’s development, teachers will assist
parents in monitoring their child’s development. Teachers observe all children enrolled in the
program and collect data on children’s abilities and interests. This information is used by the
teachers to develop plans to respond to each child’s individual needs. If a teacher believes that
Family Handbook, University Child Development Center
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a child might need additional assistance outside the realm of the Center program, parents will
be contacted and a dialogue established to discuss concerns and brainstorm strategies. Parents
will be referred to community resources as needed. The teachers at the Center are experienced
in working with special education professionals and, at the parents request, will attend and
assist with Individualized Education Plan meetings. We also welcome into our classrooms
other professionals who are providing services to our children who have special needs and who
would like to provide services in the classroom setting.
If your child has been identified as having special needs prior to enrollment at the Center
and you are currently working with other agencies and professionals, we will coordinate services
to provide the best care and education for your child. Our teachers have much valuable
experience working with children with a wide range of abilities and we work hard to
accommodate all of our children and to work with their families and support services.

Guidance Policy
Young children are in the process of developing an understanding of the rules of society
and of how to function with other people. Because of this, a large part of our curriculum focuses
on social learning and helping children understand how to play and work together. In
accordance with the philosophy of the Child Development faculty, as well as our licensing
regulations and the standards for NAEYC accreditation, we use no form of physical punishment
and outdoor time is never withheld as a punishment.
Unacceptable behavior at the University Child Development Center includes physical
and emotional harm to other people, destruction of the learning environment or materials, and
safety violations. In addition, children are expected to be respectful of others’ feelings and
needs. These limits may be explained to children in the following way:
1. We take care of ourselves.
2. We take care of other people.
3. We take care of the materials or equipment.
Teachers take time to interpret the child’s level of development, understanding of the
limits, motivation, and personality when guiding the child. We use the least amount of
intervention that is effective. This varies from one child to another. If a child consistently
behaves in an unacceptable manner, we reexamine our methods and the child’s situation.
Parents are contacted to give us input so that we can all work together to resolve the problem.
In guiding behavior, our teachers use both indirect and direct forms of guidance. Indirect
guidance includes providing a variety of interesting learning materials, attention to the impact of
Family Handbook, University Child Development Center
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room arrangement, scheduling, planning ahead, making smooth transitions, avoiding situations
which are difficult for young children (waiting, lining up, etc.), and redirecting behavior before a
problem arises. Direct guidance includes those techniques we use once a problem is evident.
As teachers we find the following techniques to contribute to helpful relationships with children:
1. Be a positive role model. (Adults probably have more power in this area than they realize.)
2. When speaking to a child, gain the child’s attention by moving close to the child and
bending, sitting, or squatting at the child’s eye level.
3. Use comforting physical contact.
4. Be consistent in expectations.
When dealing with unacceptable behaviors, the following are some techniques we use.
We always start with the least intrusive intervention, going to the more directive when the
situation calls for it.
1. Use simple, positive directions. State what you want the child to do. Avoid using “don’t”
except in extreme circumstances when a child’s immediate safety is in jeopardy.
Surprisingly this technique works most of the time. Children really do want to please adults,
and a straight-forward statement usually gets results.
2. Explain briefly why you want the child to behave in the directed manner. Children need to
know that the limits are not arbitrary. (Remember to keep this short. Too much explanation
is as bad as too little.)
3. Use “I” messages to let the child know how the behavior affects you. For example, “When
you throw sand, I worry that you or one of the other children could get it in your eyes. I
would like you to keep the sand in the sandbox.”
4. Whenever possible, give choices to let the child feel a sense of control. Remember that
both choices must be acceptable to you. (“Would you like to put the puzzle away now or
leave it here and finish it after lunch?”) Don’t give choices when you don’t mean to let the
child decide. (“Would you like to go in and get ready for lunch now?” or “Let’s go in now,
okay?”)
5. Use logical consequences. These are directly related to the behavior. For example, “If you
throw sand you’ll have to leave the sand area.” or “When you’ve scraped off your plate,
then you can go play.” Logical consequences are explained to the child once, and then
enacted if the behavior continues. The adult uses a firm, friendly manner, and children are
given a chance to try again later.
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6. If none of these methods work, (they usually do), the child might be
physically guided. Again, the child is given a choice at this stage: “You can
walk inside or I will carry you.”
When the problem is between two or more children, rather than using
the above methods, we work with the children on problem-solving techniques.
These include helping the children verbalize their feelings to each other and
assisting them in negotiation. We find that once children become familiar with ways to solve
problems, they are able to resolve conflicts without adult assistance a great deal of the time.
By learning to work together at a young age, these children gain skills that will last a lifetime.

Biting
We feel it is important to address biting and our response to biting. The following section
is from the book No Biting by Gretchen Kinnell and reflects our understanding, philosophy and
policy on biting.

Biting is unfortunately not unexpected in toddler groups but can be very
emotionally charged. There are many reasons a toddler may bite. Sometimes the biting
is related to teething. Sometimes toddlers bite to express feelings they can’t express
with words yet. We have seen children bite when they are frustrated, and we have seen
them bite in the excitement of a happy moment. No one can predict which children will
bite, but we are ready to help toddlers who do bite to learn other behavior. We are also
ready to give treatment, sympathy, and advice to children who are bitten. Here are ways
we work to prevent biting and how we respond to it when it does happen.
First, we try to program the day to avoid boredom, frustration, or overstimulation.
We provide a calm and cheerful atmosphere with a mix of stimulating, soothing, ageappropriate activities and multiples of favorite toys. We also work to model acceptable
and appropriate behaviors for the children, helping them learn words to express their
feelings and giving them tools to resolve conflicts with our help.
Second, if a bite does occur, we help the child who was bitten. We reassure him
or her and care for the bite. If the skin is not broken, we use a cold pack. If the skin is
broken, we follow medical advice and clean the bite with soap and water. If it is likely
the bite may get dirty, we will cover it to keep it clean. If your child is bitten, we will call
you to let you know about the bite. The teachers will fill out an incident report, [sign it,
have you sign it when you pick up your child, and have it signed by the administrator.]
We also respond to the child who did the biting. We show the children strong
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disapproval of biting. Our specific response varies by circumstances, but our basic
message is that biting is the wrong thing to do. We also help the child who bit learn
different, more appropriate behavior, and we let his or her parents know there’s a
problem so we can work together to solve it.
Third, the teachers and administration analyze the cause of ongoing biting. We
develop a plan to address the cause of the biting, focusing on keeping children safe and
helping those who are stuck in biting patterns. When we need to develop such a plan,
we share the details with parents so they know specifically how we are addressing this
problem.
Fourth, parents are notified if their child starts to bite. We ask parents to keep us
informed if their child is biting at home. Children who bite in our program do not
necessarily bite at home. But if your child is biting in both places, it is important for all of
us to be consistent in dealing with it. Communication is very important in order to help
your child stop biting.
We wish we could guarantee that biting will never happen in our program, but we
know there is no such guarantee. You can count on us to deal appropriately with biting
so it will end as quickly as possible. We will support your children whether they bite or
are bitten. We want the best for all the children in our program. If you want more
information on biting or have any questions or concerns, please let us know.

Attendance/Arrival
When you first arrive at the Center, you will find a sign-in sheet for your child in the
classroom. These sign-in sheets are provided to track which children are in each classroom.
This information is important in case of emergencies. The adult accompanying the child
must sign the child’s arrival and departure times. Signing in and out is crucial. We use
these sheets to account for children when we have to leave the classroom for
emergencies such as fires, tornadoes and earthquakes. Should your child not be signed
in, your child could be missed in such a situation. Please do not take the sign-in process
lightly. Remember to write down the emergency phone number for the day.
Teachers are ready for you and your child to arrive in their classroom at 7:30 a.m. If you
arrive earlier, please wait until 7:30 to enter the room, as teachers need this time to prepare for
the day. It is important for you or a designated adult to escort your child to their room for the
morning greeting before you leave. This will give you an opportunity to talk with the teacher and
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will help your child make the daily transition from home to school. Children must wash hands
upon entering the classroom. This minimizes the spread of germs and cuts down on illness.
Our staff plan according to the schedule you enroll your child and we schedule
classrooms to meet ratios based on enrollment of children. Because of this, children may only
attend during scheduled times. If you need for your child to attend times other than your original
contracted schedule, please discuss possible changes with the Director.
While we do not require children to arrive or depart at set times, we do encourage you to
adhere to a schedule as much as possible. A consistent schedule helps children learn what to
expect, establishes a daily routine and helps children become comfortable at school.
Unpredictable attendance patterns can be difficult for that child to adjust to the Center. Please
notify the Center if you child will not be attending on a scheduled day. Teachers worry when
children are missing and it is also important for us to know if communicable illnesses are
present at the Center.

Dismissal
Children may be picked up any time during the day. It can be helpful to teachers to
know if you will be picking up your child especially early, but it is not necessary to notify us in
these cases. Please inform the teacher when leaving with your child and be sure you have
signed the child out.
It is necessary that children be picked up no later than 5:30. The Center clocks are
used to assess timely pick-up. Please plan to be at the Center by at least 5:25. This will give
you time to talk with the teacher and will improve the quality of the transition from school to
home.
Parents are required to designate, upon enrollment, the names of any adults who will be
picking up their children. If some person other than those designated on the authorization for
pick-up is to transport the child, the teacher should be notified to that effect, as children will only
be allowed to depart with the person to whom the teacher is authorized to release them. Any
new adult will be required to show photo identification. Parents should also be prepared
to show photo identification in instances when they are not familiar to the supervising
teacher.

Late Pick-up Fee
It is necessary that children be picked up no later than the stated pick-up time since the
teachers have many responsibilities at this time. It is also distressing to a child to be picked up
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later than the other children in the class. When children are picked up late, families will be
assessed a late pick-up fee. The late pick-up will be recorded by your child’s teacher and will
be billed by the site director. Late pick-up charges are consistent across the Early Childhood
Centers for Training, Research and Education and are assessed as follows:
The late pick-up fee is $25.00 for the first 10 minutes and an additional $50 for 11-60
minutes after pick-up time. Additional charges will apply as necessary. (For instance, a parent
arriving at 5:36 will pay $25.00; a parent arriving at 5:43 will pay $75.00.)

Some Tips for when it’s Hard to Say Good-bye
Your child is entering a new world of new toys, adults, and children – a whole new
environment. She is leaving the familiar, you and the home she knows, to establish herself as a
member of a group in a new setting. If your child meets these new experiences successfully we
can expect self-confidence to build. This feeling of security contributes significantly to healthy
personality development. Together, we will work to achieve this goal. Listed below are some
tips to keep in mind during your child’s adjustment period.
1. Be sure to attend the Center with your child ahead of the first day so that your child has
seen his classroom and knows where he will be going.
2. Don’t overpromise. Tell your child he will make some new friends and that his teacher will
take good care of him. He will have lots of new toys to play with. If you tell him this is the
most exciting thing that will ever happen and talk too much about it, it will probably just build
anxiety. Keep it simple.
3. If your child is especially attached to a stuffed animal, blanket, or other object let her bring it.
4. It is often helpful if parents can stay for awhile the first few days. However, keep in mind
that your child may be anxious, knowing that you will eventually leave. Because of this, you
need to let your child know exactly when you will leave. For example, you might offer to stay
for five minutes or long enough to read a story. When the time is up, tell your child firmly
that it’s time to go, and then leave. Prolonging the separation at this point is very hard on
children. Be firm and pleasant about saying good-bye. Tell the teacher when you are
leaving so that she can help by holding your child if necessary.
5. Always say “good-bye” to your child. It may seem easier to sneak off while your child is
involved in play, but it’s traumatic for a child to suddenly realize a parent has disappeared.
In the long run your child will lose trust in you.
6. Ask for help if you have trouble separating from your child. Our staff has been through this
hundreds of times and we are glad to help. Sometimes we have to physically remove the
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child from the parent so the parent can leave. While this is hard for everyone involved it is
our experience that in the long run it is much easier on the child than having the parent
continue to stay a little longer in hopes that the child will then let them leave without a scene.
In many cases the child cries a short time then becomes involved in play. Other children
may take a longer period to adjust. Feel free to observe from the monitor room or to call to
find out how your child is doing. We will be honest about his adjustment.
7. We encourage families to bring small framed photographs of the family for the child to place
in the room. Children often carry these around when they feel sad or miss their parents or
just to feel comforted. Some older children benefit from a note reminding them when the
parent will return.
8. Tears are not unusual. Expect them. Sometimes a child will separate easily the first few
days and then have difficulty later in the week. Adjustments may last several weeks. Talk
to your child’s teacher or to the director if you are concerned. Avoid trying to convince your
child through talking and re-talking that he/she will have a good time. Children seem to
adjust better if they’re allowed to express the very real feelings that they have. Be
reassuring and upbeat, but accepting of your child’s emotions. Let them talk about how they
feel. Assure them that it is normal to miss Mommy/Daddy and that you miss them too, but
that it will be easier with time.
9. Let your child know that you have a job to do during the day and so does she - to attend
school.
10. During periods of adjustment children will test you to see if you will change your mind about
him attending. Do not change your arrangements even for one day during adjustment
periods. Your child will learn that his behavior can persuade you to keep him home and you
will have a real battle on your hands in the future.
11. During adjustment periods, the routine of eating, toileting, and sleeping may regress, your
child may be more aggressive as well. This will pass.
12. Some signs of readjustment may occur after the weekend, after an illness, when a new
sibling is born, after a vacation or when the child has had visitors. Let your child’s teacher
know if these things are occurring so she can help.
13. Some children separate easier from one parent than the other. If you are having a really
hard time, you might try changing who drops off your child. It can make a big difference in
some cases.
Adjustment is a slow, gradual process. Taking into account the child’s age and previous
experience away from the family, parents and teachers together work out the best adjustment
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plan for each newly enrolled child. With infants and toddlers, it may be advisable to “ease” the
child in over a two or three day period, gradually lengthening the stay.
Additionally, more time may be needed in adjustment for non-English speaking children.
We encourage one member of the child’s family to attend several sessions with the child.
Having a parent to translate can make the child feel more secure. Also, in some cases it helps
if the child attends for only part of the session the first few days.
Keep in mind that all our children and parents have gone through these periods of
adjustment. While your child may not experience difficulty in adjustment, we do want you to be
aware of situations that can occur and be prepared to handle them. We regard the adjustment
period as a normal, healthy time for the child.

Classroom Pets and Animal Visitors
We sometimes include healthy household pets that present no danger to children as part
of our curriculum. We take care that these animals are properly housed, fed and maintained
and that the children are supervised when handling the animals. Teachers are responsible for
supervising the care of classroom pets. Families who wish to bring in family pets or other
animals to share with their classmates should consult the teacher first.
We have had wonderful experiences when children have brought in a family dog or an
interesting insect they found, so don’t hesitate if you have the opportunity to do this. However,
we do have a few restrictions. Temperament of the animal should be discussed in regards to
whether this is an appropriate animal to have around children. Some animals are not suited to
the classroom environments and dogs or cats which show fear or aggressive tendencies
(growling, hissing, etc.) should be immediately removed from the classroom. No animal that
has ever bitten should be brought into the Center
No live wild mammals may be brought into the classrooms, except as part of a program
conducted by wildlife professionals.
Reptiles are not allowed in the Center because of the risk of salmonella infection. This is
both a licensing standard and a criterion of NAEYC accreditation. Because of this, children may
not bring turtles to school to visit.
Any animals or insects collected by children or adults should be released at the end of
the day in the same place they were found. All animal cages should be cleaned by adults only.
Dogs should eliminate outside the fenced playground. Feces should be immediately removed
and disposed of properly.
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When a child is allergic to an animal, staff should make sure that the child is not exposed
to that animal. Please inform us if your child has an allergy to a specific animal and have your
doctor complete an Allergy Action Plan so we can best protect your child.

Protection from Natural Elements
Children go outside to play every day unless prohibited by
dangerous weather. We believe the adage the “there is no bad
weather, only bad clothing.” Of course, we do keep children inside
when there is lightening or dangerously cold or hot temperatures.
Outdoor time is never withheld from children for any reason.
To ensure warmth, the children should wear dry, layered clothing
in cold weather. On sunny days, children should wear a
sunscreen with UVA and UVB protection of SPF 15 or higher
and/or should wear protective clothing. You will need to provide
sunscreen and to sign a permission form to allow staff to apply sunscreen to your child.
We do not routinely use insect repellents on children. However, if, and only if, public
health authorities recommend and DFS licensing approves the use of insect repellent due to a
high risk of insect-borne disease, repellents containing DEET will be used. Non-aerosol
repellents will be used in keeping with our licensing standards, only with the written permission
of parents and only on children ages two months and older. Repellents will be applied no more
than once a day under any circumstances.

Birthday Policy
A child’s birthday is a special occasion for the
family and the classroom community. Each classroom
has a unique way to recognize special days. At the
University Child Development Center, we work to find
appropriate ways to celebrate in which all children can
join. In addition, teachers try to balance the natural
exuberance and energy without creating an
overwhelming situation in the classroom. To these ends,
and in keeping with our food policy and adherence to the
Eat Smart Missouri Child Care guidelines, no outside
food may be brought into the classrooms. Non-food items such as stickers or pencils can be
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brought to share with classmates or birthday children can help choose their favorite healthy
snack for the day. In addition, we ask that you do not bring latex balloons, as they can be very
dangerous to young children. Instead, we ask that parents and children work with teachers to
find creative ways to celebrate. Some ideas include bringing a special material or activity into
the classroom. For example, if a child is especially interested in art, a new art material for the
easel or art table would be an exciting addition for the children. You might choose to donate a
book to the classroom that is special to your child and could be read at group time. Children
also enjoy choosing special napkins for snack time. Of course, we expect that families,
teachers, and children will have many more creative ideas for celebrations. All celebration plans
should be discussed with the classroom teacher prior to the special day. Sharing your family’s
special occasions and celebration days is an important part of life at the University Child
Development Center and can be very meaningful for your child. Together we can create many
memorable and special celebrations for the children that are also appropriate to the classroom
setting.

Holiday Party Policy
The rich cultural diversity at the University Child Development Center allows us to
introduce many and varied family and cultural celebrations to the children. We encourage our
families to share their family traditions with us.
The University Child Development Center does not have holiday parties. This policy
was established for the following three reasons:
1. Holiday parties are often chaotic and children are often over-stimulated and become
frustrated.
2. Holiday parties do not facilitate developmental objectives for the children.
3. Families celebrate holidays differently, and we want to be sensitive to family traditions.
During holiday seasons, developmentally appropriate activities will be utilized to introduce
children to holiday-related concepts.

Supplies to Bring from Home
All children will need to have a complete change of clothes on hand at all times. (See
above section on Change of Clothes.) Children will also need to bring appropriate clothing to
wear outside as stated in the section titled Clothing Suited to the Weather.
Parents of infants may need to bring breast milk or formula if they require a type other
than that provided by the Center. Formula must be provided in factory-sealed containers.
Family Handbook, University Child Development Center
Early Childhood Centers for Training, Research & Education,
Southeast Missouri State University, S. Starbuck, January 2016

Page 25

Diapers, labeled with the child’s name, should also be included for children who have not yet
learned toileting. Children should bring a small blanket for nap time, and a small pillow, if
preferred.

Special Activities and Fees
Teachers provide documentation of children throughout the year. This documentation
includes a portfolio of your child’s progress, including photographs and samples of your child’s
work. We charge a portfolio fee at the beginning of each year to cover the costs of the portfolio.

School Closure Policies
The Center will close under any circumstances that cause the University to close. The
Center may also close under conditions that make the facilities unsafe for the children, such as
lack of heating or cooling or sanitary water. The Center follows the Sikeston campus schedule
for inclement weather. For weather closings, families may check Channel 12, KFVS News, for
Sikeston campus closings.
We do not make refunds if closed due to the conditions listed above including inclement
weather.

Health and Safety
Medical Examinations and Immunizations
When a child is accepted for admission, the University Child Development
Center requires a health and immunization history form be completed by the
child’s physician. The following procedures are to be followed regarding
completion of this form


According to the State’s Licensing Mandate, all children must have enrollment forms
completed and a copy of immunization records on file in the office. The
immunization form with a completed Children’s Enrollment Form must be turned in to
the Center on the child’s first day. The medical form should be returned to the
Center office within 30 days of enrollment.
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If the medical form is not returned, a written reminder will be given to the parent. The
child will be unable to attend classes until the medical form is produced. The child
may return to class after the medical form is received.



Please keep the office informed of changes in your child’s health and a current
record of all immunizations.



We comply with Section 210.003.7 RSMo which states “All public, private and
parochial day care centers, preschools and nursery schools shall notify the parent or
guardian of each child at the time of initial enrollment in or attendance at the facility
that the parent or guardian may request notice of whether there are children currently
enrolled in or attending the facility for whom an immunization exemption has been
filed. Any public, private, or parochial day care center, preschool or nursery school
shall notify the parent or guardian of a child enrolled in or attending the facility, upon
request, of whether there are children currently enrolled in or attending the facility for
whom an immunization exemption has been filed.”

Illness Policy
Parents are requested to keep their child at home if he/she exhibits any of these
symptoms which might indicate a contagious disease: fever of 100 degrees or more, pain, skin
eruptions or rash, frequent cough, sneezing with colds, redness of throat or eyes, discharge
from the eyes, vomiting, diarrhea, excessive nasal discharge or other than clear discharge, or
evidence of extreme fatigue. If any of these conditions is chronic in nature because of an
allergic condition, the condition should be thoroughly discussed with the teacher at the time the
child enters school. If a child develops any of these symptoms at school, the parents will be
notified to pick up the child. The child needs to be kept at home until all symptoms are gone or
until verification is brought in, signed by the child’s physician, that the child’s condition is not
contagious. Any child who has had a fever over 100 degrees may not return to school until he
has been fever-free for 24 hours and any child who has been prescribed antibiotics, including
eye drops, must be on the medication for a full 24 hours before returning to school. For the
protection of the other children, parents are asked to report the presence of any contagious
disease when calling to notify the Center of their child’s absence. .Also, parents are asked to
inform the teacher if a child is on medication and if any changes in behavior may be expected.
Requests for children to stay inside all day cannot be accommodated. If the child is well enough
to come to school, he or she should be well enough to play outside for short periods of time.
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Children are admitted to the program each day at the Center’s discretion. When the
teacher believes the child’s needs are not best met by the program on a particular day, due to
an illness or accident by the child, the teacher will notify the parent. The teacher must consider
the safety and well-being of all the children in his or her care. The director may also need to be
consulted in the process of determining if a child is too ill to be at school. If there is a question
about the Center’s decision, it will be the parent’s responsibility to secure a doctor’s certificate.
The school will readmit the child when the doctor’s statement is on file in the office.

Hand Washing Procedures for Adults and Children
Hand washing is of primary importance in the prevention and spread of disease.
Because of this, we follow strict handwashing procedures at the Center.
Children wash their hands when arriving for the day before beginning play. We ask
parents or other accompanying adults to help them with this practice. Other times we wash
hands include the following:


After diapering or using the toilet



After handling body fluids



Before snacks or cooking activities



After playing in water that is shared by two or more people



After handling pets or other animals



Before and after feeding a child



After assisting a child with toileting



After handling garbage or cleaning

First Aid
Simple injuries will be cared for by the teacher, and the parent will be informed about the
injury and steps that were taken. In the event that a more serious injury is involved, the parents
will be notified at once, and, if necessary, the child’s physician will be called. If a child’s life is
endangered, we will call 911. Staff are trained in infant/child CPR in order to professionally
handle such emergencies. Parents are requested to sign an authorization for emergency
medical care in case a child requires immediate hospital care and the child’s parents cannot be
reached. UCDC staff will complete an accident report any time a child is injured. A parent or a
representative of the parent will be asked to sign the accident report when the child is picked up.
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Medication
For the safety of your child and the protection of our staff, we ask that you take care of
administering medication yourself. We will make an exception in the event that you are unable
to come to the Center to give the medication. A form must be completed to give the staff
permission to administer the medication and instructions for proper time and dosage. You must
give all medication directly to the teacher for safe storage. Never put medication in backpacks
or cubbies. Medication must be stored in its original container with the physician’s instructions
attached. Teachers will store medication in a locked storage container for child safety.

Allergies
When a doctor diagnoses a child as having an allergy, a statement to that effect should
accompany the child’s health history report, and the parent should inform the teacher in person.
Parents should complete an Allergy Action Plan and an Allergy and Food Restriction Plan if the
allergy is food-related. If a child is allergic to a certain food, alternative snacks will be prepared
upon request. If the allergy is severe, plans should be made with the teacher for dealing with a
reaction, should one occur. It is imperative that the parent speak directly with the teacher about
any allergies as the teacher will be the one directly working with the child and monitoring the
child’s food intake. We also encourage parents to meet with the director and cook to discuss
food allergies and food substitutes. We work to accommodate children’s needs and provide
foods as similar as possible to what other children are eating and we take this charge seriously.

Emergency Procedures
Emergencies
Each parent will be asked to provide at least three local emergency numbers. Please
keep the Center office informed of changes in your emergency contact information. We ask that
you arrive at the Center as soon as possible after a disaster. Identification will be required for a
child to be released to anyone other than the parent or a known authorized person after a
disaster. Please keep your emergency contacts up to date. We ask that you arrive at the
Center as soon as possible after an emergency. Also, inform anyone who will be picking up
your child that their identification will be required.
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Emergency Drills
The children and staff will participate in monthly emergency drills. These include fire,
tornado and earthquake drills.

Inclement Weather
The Center will follow the Sikeston campus regarding closures for inclement weather. If
the Sikeston campus is closed, the Center will be closed. Delays open the center 30 minutes
before SAHEC’s announced time. Parents are given 30 minutes to arrive and pick up their
children in the event of an early closure. No refunds are made when the program is closed due
to inclement weather.

Toilet Training
Children develop at different rates and show signs when they are ready to begin using a toilet.
We work with our families and children as children transition from diapers to toileting. Please
talk to your child’s teacher when you think your child may be ready and we will be happy to plan
together for your child’s needs.

Food Policy
We seek to model healthy eating habits for the children at the University Child
Development Center. Breakfast, lunch and afternoon snack are provided. Mothers who are
breastfeeding are welcome to breastfeed in the Center or to provide breast milk for their infants.
We provide Parents Choice Iron Fortified Infant formula. Parents preferring other formulas are
asked to provide it in factory-sealed containers.
The menu is posted on each classroom bulletin board and follows a four-week rotation
pattern. The University Child Development Center participates in the USDA federally
subsidized food program and follows the dietary guidelines of the USDA. As participants in the
USDA program, the Center is required to maintain family income verification for each family
enrolled. Families must complete the forms, but need not reveal incomes over the income limits
for the program. Cooperation in completing this paperwork is very much appreciated.
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Food Allergies/Dietary Restrictions
Parents/guardians are asked to notify the Center office regarding any food allergies or
dietary restrictions and to complete an Allergy and Food Restriction Plan. For allergies, please
read carefully the above section on allergies.

Mealtime Routines
We consider mealtimes an important part of our curriculum. They give children
opportunities to learn about food, social skills, and language skills. Meals are served family
style, and teachers sit at the table and eat with the children. Meal times are opportunities for us
to model good eating habits that children will carry with them throughout their lives. They also
serve as a time for teachers to engage children in conversation and social sharing. Adults
interact with children in casual conversation during meal times making this both a pleasant
experience and a time for learning more about each other.

Infant Specific Policies
Shoe policy
To protect the floor of the infant room from germs, adults must remove shoes or apply shoe
coverings prior to entering the infant/toddler room to prevent contamination of the infant/toddler
floor. Shoe coverings are available at the door.

Back to Sleep/Safe Sleep Policy
Missouri licensing standards and NAEYC accreditation standards both require that infants
always be placed on their backs to sleep to avoid Sudden Infant Death Syndrome (SIDS).
The American Academy of Pediatrics (AAP) also recommends this. No blankets, pillows,
comforters, toys, or other soft items may be placed in the crib with the infant. After being placed
on their backs, infants may assume any position that is comfortable to them once they can
easily turn themselves over from the back to the tummy and from their tummy to their back.
(NAEYC, 2005 AAP, 2015). Exceptions to this policy can be made only with the written order of
the child’s pediatrician. Sleeping infants shall have a supervised nap period. Caregivers shall
check on infants frequently during napping or sleeping and shall remain in close proximity in
order to hear and see them if they have difficulty during napping or when they awaken. Blankets
or other soft loose bedding shall not be hung on the sides of cribs or put under the fitted sheet.
Only sleep clothing that is designed to keep an infant warm without the possible hazard of
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covering the head or face will be used during sleep.
Sitting devices such as car safety seats, strollers, swings, infant carriers, infant slings and other
sitting devices shall not be used for sleep. Infants who fall asleep anywhere other than a crib will
be placed in the crib for the remainder of their sleep. To promote healthy development, infants
who are awake will be given supervised “tummy time” for exercise and for play.
All caregivers receive in-person or online training on infant safe sleep based on AAP safe sleep
recommendations. This training is completed within 30 days of employment or volunteering and
will be renewed every three years. Families enrolling a child under the age of 12 months
receive a full copy of the written Safe Sleep policy adopted Jan. 2016.

Infant Feeding
Infants will be fed based on individual needs. Staff work with families, in conjunction with
recommendations of the child’s health care provider, to ensure that food provided to infants is
based on the infant’s individual needs and developmental level. While infants are on formula or
breast milk, families will provide the formula or breast milk as well as bottles.
Mothers will be welcome to breastfeed infants in the infant room. Breast milk must be
provided in ready-to-feed sanitary containers labeled with the infant’s name and date. It will be
stored in the refrigerator no longer than 48 hours or 24 hours if previously frozen. It will be
stored in the freezer no longer than two weeks. Staff should gently mix, not shake, breast milk
before feeding to preserve nutritional qualities.
The Center will provide Parents Choice Iron Fortified formula. Formula provided by parents
must be presented to the Center in factory-sealed containers. Staff will prepare the formula
according to package directions.
If warmed, formula or breast milk will be warmed in water no hotter than 120 degrees
Fahrenheit and for no more than five minutes. No milk shall be warmed in a microwave oven.
Any breast milk or formula not consumed one hour after serving will be discarded.
Bottle feedings will not contain solid foods unless written instructions and a medical reason
to do so are provided by the child’s medical provider.
Infants will be held for bottle feeding whenever possible. Under all circumstances, a child
who is unable to hold a bottle will be held. Children will not be given bottles while in cribs and
bottles shall never be propped. Children who do hold their own bottle may sit for feedings.
Toddlers and twos will not carry bottles while crawling or walking. Teachers will offer fluids from
a cup as soon as families and teachers decide together that a child is developmentally ready to
hold a cup.
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Solid foods and fruit juices will not be provided to infants younger than six months unless the
child’s health care provider recommends doing so and the family approves. Infant food will be
provided by the Center. An individual jar will be opened for each child and will be labeled with
that child’s name.
Teachers will document the type and quantity of food consumed by infants on a form to be
given to the family at the end of each day.

Provisions for Diapers, Wipes, Creams, Ointments
Families must provide diapers, creams, ointments, and wipes for their child. These items
should be labeled with the child’s name. We must have a completed medical form on file in
order to apply any creams or ointments to the child, including diaper ointments or creams or any
body lotions, including sunscreens, lip balms, or baby lotions. You may complete one form that
will cover the school year for non-prescription products. Please ensure you have completed this
form if you wish your child to use any of these products.

Business and Financial Issues
Registration Fee
Upon notification of a child’s acceptance into the program, the parent
will be required to pay a non-refundable $25 registration fee. Checks are be
made payable to Southeast Missouri State University.

Payment Procedure
Upon enrollment, families will be required to sign a tuition agreement. Fees are payable
monthly prior to service and will be billed by the University through Student Financial Services.
Fees must be paid by the stated due date each month. If the bill is not paid by the end of
that business day, you will be asked not to return until your account is paid in full. If the charges
are still delinquent by the end of the month, the Center has a right to fill your child’s spot from
the active wait list. The payment must be received in the Cashier’s office at the Cape Girardeau
campus to be considered paid by the due date. If you are mailing the payment, please plan
ahead to give enough time to be processed through campus mail.
Payments cannot be accepted at the UCDC. Payments can be made by one of the
following methods:
•

In person at the Cashier’s Office – Academic Hall, Room 18A;
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•

By mail to Southeast Missouri State University, Attn: Cashier’s Office, MS3275, One

University Plaza, Cape Girardeau MO 63701;
•

By phone at (573) 651-2253 to pay with debit/credit card (MasterCard, Visa, or

Discover). 2.5% fee assessed for using credit or debit cards.
If you have any questions regarding your account, please contact Student Financial
Services at (573) 651-2253 or sfs@semo.edu.
Please be aware that the Center does not receive advance notice when accounts are in
arrears and that we must follow University policy regarding late payments. We are periodically
sent lists of people with instructions that they may not use University services until their
accounts are settled. This is especially difficult when we are expected to turn children away
from their school. If you are not being billed or think there might be a problem with your
account, please contact our office immediately so we can help you resolve the problem before
we receive such a notice.

Records
A complete set of paperwork must be on record for children to begin attendance at the
University Child Development Center. Parents or guardians are responsible for updating
information as needed. Forms to be completed include:


Missouri DHSS Child Enrollment Form



Biographical Data Form (or Biographical Update for returning children)



Child Medical Examination Report and Immunization Record



Parent’s Specialized Instructions for Infants and Toddlers (if applicable)



Authorization Form



Allergy & Food Restriction Form (if applicable)



Acknowledgement of receiving Family Handbook



Acknowledgement of Understanding of Late Fee Policy

Obtaining Child Records
Parents or legal guardians may obtain child records by completing a Consent for
Release of Information form and submitting it to the Site Director. Once received by the
program, records will be released within 5 business days.
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Updating Address
It is very important that the Center office have up-to-date contact information for all
children and families. Please notify the Center if you have a change of address, phone number,
email address, or other information. We appreciate having current email addresses as we
would like to begin using email as a more frequent mode of correspondence.

Families
Child Abuse and Neglect
Missouri state law requires child care professionals to report suspicions of child abuse and
neglect to the Division of Family Services. If a staff member has a reasonable cause to suspect
a child is suffering from abuse or neglect, the following procedure will be followed by teachers
and staff members to report the suspected abuse or neglect.
1. Teachers must notify the director immediately.
2. A written report and documentation will be submitted to the director with an account of
the incident. The report will include date, time, names of individuals involved, the child’s
name, age, address or parent(s), along with the nature and extent of the injuries, abuse
or neglect.
3. The director and the reporting teachers will observe the child and determine whether a
formal report to DFS is merited.
4. The director notifies University officials, and counsel may be consulted when
necessary.
5. The director and teacher will be responsible for making the report. Missouri law
mandates that any persons suspecting child abuse or neglect must report the incident.
The toll free number is 1-800-392-3738.
Absolute confidentiality is required concerning any report of child abuse or neglect.
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Communication with Families
The teachers and staff at the Center are partnering with the children’s families to support
positive development and learning. As part of this partnership, family communication is a
priority. There are many ways in which we seek to communicate with families.
Informal Conversation – Teachers are available to talk to parents informally at the beginning
and end of each day. Please take advantage of this time to share information, concerns, or to
ask questions about your child.
Family Meetings and Events – Family meetings and events are held throughout the year and
usually address a specific topic or allow parents and staff to gather in a social setting.
Written Communication – The Center newsletter and communications from your child’s
teacher will be sent home throughout the school year. We prefer to send this information by
email as it is a more efficient means of delivery and saves the Center’s money for direct
programming needs. Please be sure we have a current email address. However, if you do not
have access to email or prefer hard copies, please inform us, and we will deliver hard copies to
either the parent mailbags or your child’s cubby.
Parent Bulletin Board – Throughout the center, parents will notice parent bulletin boards.
Menus, curriculum outlines and other information about your child’s classroom and the program
can be found on parent bulletin boards.
Parent-Teacher Conferences
Conferences between parents and teachers lead to a better understanding between school and
home. A conference with parents is scheduled at the end of each semester. Additional
conferences may be scheduled upon request.
Documentation Boards
Teachers regularly document the children’s experiences at the Center through displays located
throughout the Center. These documentation boards and panels provide visualization of the
learning that is occurring in the classrooms. These boards contain photos, work samples from
the children, and explanations of what the children are doing and how they are learning through
their explorations and discoveries. Family members are encouraged to stop and review these
displays with their children.
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Visitor Policy
The University Child Development Center has an open door policy for parents and
guardians, as well as authorized visitors. Parents are always welcome to observe and
participate in their child’s day at the Center. Visitors conducting approved observations or
participating in field experiences must sign the guest book in the office, obtain a visitor’s badge
and be escorted to the classroom or monitor room.

Disruptive Behavior
Sometimes a child exhibits behaviors that are not resolved through the usual classroom
interventions that the teachers use. Of particular concern are behaviors that are hurtful or
unsafe to any of the children in our care, including the child exhibiting the behavior, or behavior
that is disruptive to the children’s learning. In these situations, the following steps are followed:
1. The teacher discusses the situation formally and/or informally with the parent(s) to
examine possible causes and solutions.
2. The teacher meets with the Center director to ask for further guidance.
3. Staff observe the child to give a clearer picture of the behavior, focusing on the
environment, curriculum, schedule, peer interactions, adult interactions, and teaching
strategies.
4. If the problem is not resolved, the teacher and director will meet together with the family
to discuss concerns and observations.
5. A plan is developed. This plan may involve seeking support from other agencies or
community services or an outside evaluation.
6. The plan is implemented.
7. The plan is reviewed after a determined amount of time.
8. If the results of an outside evaluation determine that the child needs accommodations for
special needs, the Center will provide these as long as they are not an undue hardship
on the program.
9. If it is determined that the University Child Development Center is not able to meet the
needs of the child, the Center will give the family notice that we must discontinue
services. We will provide the family with 2 weeks notice, except in a case where
allowing the child to remain in attendance would create a safety concern.
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Confidentiality
Information regarding children is maintained in a confidential manner. Teachers and
administrative staff have access to screening and assessment results. Clerical staff keep track
of child files. These files are kept in a locked file cabinet. Screening and assessment results are
used to determine the best curriculum plan for each child and to assess when additional
resources might be beneficial to the child.
The University Child Development Center adheres to the Family Education Right to
Privacy Act. Families have the right to have information regarding their child treated in a
confidential manner. Written, informed consent from parents will be required before releasing
any information or documentation regarding children attending the Center, except in the case
when authorized officials are reviewing files for purposes of licensing or accreditation. Please
be mindful that University students do contribute to children’s portfolios and will have access to
children’s classroom records as part of their studies.

Policy on Legal Disputes
We consider the University Child Development Center to be a place of consistency and
safety for the children in our care. ln an effort to maintain our neutrality and support for the
children, we do not participate in parental disputes. Should either parent, family members,
guardians, or caregivers bring the school, its records or staff into a legal dispute over custody,
that parent runs the risk of jeopardizing their child's enrollment. The University Child
Development Center holds the right to discharge a child or children under these circumstances.

Opportunities to be Involved
Parents are welcome participants in the program. Parents are invited to visit or observe
their child’s classroom at any time or they may choose to use the monitor room in order to
observe without their child being aware of their presence. Parents are also encouraged to
participate in their child’s classroom. We love to have families come and share their talents. In
the past, parents have worked with the children by planting the Center garden or by bringing in
the family pet for a visit. Others have shared their interests in art or music with the children. The
possibilities and opportunities are endless.
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Babysitting
We at the UCDC acknowledge the challenges that parents face in finding quality child care
providers to care for their children. Professionals and students of early education and child
development that work with young children have a code of ethics which guides our work. A part
of this code states that as a professional:
“We shall not engage in or support exploitation of families. We shall not use our relationship with
a family for private advantage or personal gain, or enter into relationships with family members
that might impair our effectiveness working with their children” (Code of Ethical Conduct and
Statement of Commitment, NAEYC Position Statement, P-2.11, for full text see
http://www.naeyc.org/about/positions/PSETH05.asp).
For this reason, as well as related issues of confidentiality and potential bias, we ask that
parents not ask students to baby-sit while the students are enrolled in a laboratory class at the
Center and are working in their child’s classroom. If parents observe a student that they feel is
working well with their child, parents may ask the student for their phone number at the end of
the semester. The UCDC staff will not give any reference for any student or employee for the
purposes of babysitting or in-home child care. It is entirely the parents’ responsibility to check
references and any resulting arrangement is solely between the parent and student.

Additionally, the UCDC cannot be used as a site for babysitting for three reasons. First, our
insurance is not liable unless a child is under the care of our teachers. Second, space at the
UCDC is limited. Third, university students assigned to labs have responsibilities before and
after lab which they are not fulfilling if they are watching your child. While the UCDC wants to
be responsive to the needs of families, we simply cannot allow babysitting to occur on Center
property. We appreciate your cooperation as we work to train and educate quality professionals.

Grievance Procedure
At the University Child Development Center, we strongly believe in the importance of the
family in ensuring that each child’s learning and developmental needs are met. Therefore, we
seek to work collaboratively with families to provide the best educational experience we can for
the children in our care. Occasionally, however, differences may arise between the Center staff
and parents about certain policies and procedures. The Center staff is always open to a
discussion of differences in an effort to resolve them in a way that will be acceptable for all
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concerned. When a parent has a difference of opinion with a staff member concerning a
classroom situation, Center policy, or procedure, the following procedures should be followed:
1. If at all possible, parents should begin with the staff member closest to the situation. If
the problem concerns a classroom situation, parents should make arrangements to meet
with the teacher to discuss the issue.
2. If there is no satisfactory resolution, or if the concern is related to Center policy rather
than a classroom situation, parents should meet with the director.
3. If the difference is still not resolved, parents may submit a written request to the director
to call a meeting of the Center Appeals Committee to hear the problem. Members of the
Appeals Committee will include: a parent from the Parent Advisory Committee, the chair
of the Department of Human Environmental Studies, and the Administrative Director of
the Early Childhood Centers for Training, Research and Education. The Appeals
Committee will hear both sides of the issue and make a decision regarding the resolution
of the problem. Any decision of the Appeals Committee shall be final.
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Contact Information:
Bills regarding Center services:
Student Financial Services (573) 651-2253
Child Care Licensing
Missouri Department of Health and Senior Services (573) 290-5806
National Association for the Education of Young Children
Web site www.naeyc.org
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National Association for the Education of Young Children
Statement of Commitment

As individuals who work with young children, the teachers, director and staff of the University
Child Development Center are committed to furthering the values of early childhood education
as they are reflected in the NAEYC Code of Ethical Conduct.

To the best of our ability we will


Ensure that programs for young children are based on current knowledge of child
development and early childhood education.



Respect and support families in their task of nurturing children.



Respect colleagues in early childhood education and support them in maintaining the
NAEYC Code of Ethical Conduct.



Serve as an advocate for children, their families, and their teachers in community and
society.



Maintain high standards of professional conduct.



Recognize how personal values, opinions and biases can affect professional judgment.



Be open to new ideas and be willing to learn from the suggestions of others.



Continue to learn, grow and contribute as a professional.



Honor the ideals and principles of the NAEYC Code of Ethical Conduct.
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