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WELCOME
to University United Methodist

 Day School!

We are pleased that you have selected our school for your child.

The Day School is a church governed program for the education of children ages 12 months through Kindergarten.  Our school provides a program that fosters the physical, mental, social, emotional, and spiritual growth of the child.  Children of all faiths and races are welcome.

These policies were written to provide a clear description of what parents can expect of University United Methodist Day School and what University United Methodist Day School expects of parents.

PHILOSOPHY


We believe that children are a gift from God and it is our privilege to love and care for them and their families.  We seek to reflect God’s love in a Christian environment.  

We believe that young children learn best using a hands-on approach.  Our curriculum offers a variety of age and developmentally appropriate activities and materials in an enriched and stimulating environment.  Both large group and individual needs are considered during lesson development.  We encourage creative expression and independence and believe that a child’s early experiences provide the foundation for life.  We embrace parents as partners and work hard to establish and nurture ongoing relationships that are open, positive, and reflective of the interests of each individual child.  

University United Methodist Day School provides experiences to develop the social, emotional, physical, intellectual and spiritual gifts of each child.  All children receive Christian teaching through daily prayer, holiday celebrations, weekly chapel or ECA (Early Christian Awareness).
CURRICULUM GOALS
The curriculum is designed to:

· Develop safe and healthy habits in young children with an emphasis on proper hygiene, sound nutrition, exercise and physical care

· Foster positive self-esteem

· Provide opportunities for creative expression

· Support the development of social skills such as sharing, cooperation, generosity and empathy

· Stimulate cognitive problem-solving skills with an emphasis on the concepts of cause and effect, classification, serialization, space, time, numbers, shapes, and colors

· Strengthen communication skills necessary for listening, reading, writing, and speaking by providing an environment rich in the practical uses of words

· Enhance fine motor and gross motor skills

For the specific objectives addressed at each age level, consult with your child’s teacher.  Developmentally appropriate activities are planned and implemented in each age group.  The daily schedule provides for a balance between child-directed and teacher-directed activities, quiet and active time, and inside and outside play.  Children have daily opportunities to read books, use a variety of art media, explore math and science materials, experience music, and work alone or together with friends.

PROGRAM QUALITY
High quality early care and education programs benefit children.  Children who experience a quality program have greater academic success, enhanced self-esteem, and increased self-control.  There are four factors present in high quality programs:


· Lower staff-child ratios

· Smaller group sizes  

· Staff educated in Early Childhood Education or Child Development

· Parent involvement
We strive to keep the number of children assigned to each staff member lower than that required by Texas State Minimum Standards.   University United Methodist Day School is committed to employing well-trained/educated personnel.  Our expectation is that all teaching staff at UUMC Day School (Leads and Assistants) has a minimum of a Child Development Associate Credential (CDA) and many have a Bachelor’s Degree or extensive experience in working with young children.  All teaching staff receives at least 24 hours of training a year. We are very proud of the educational levels of our staff.  

All staff are required to have a current TB test as well as be CPR and First Aid certified.

We believe that teachers and parents are a team that helps each child develop to his/her full potential.  Therefore, we keep parents well informed of school events, activities, and policies.  Policy changes will be distributed to each family in writing within one week of the policy change.  A signed acknowledgement of the changes will be kept in each child’s file.
Parents are encouraged to visit the school and participate in school activities.  We welcome your comments and suggestions for improving our program.  To review a copy of the minimum standards and/or UUMC Day School’s most recent licensing inspection report, please stop by the Day School office or contact the local licensing office by using the information below.
Texas Department of Family and Protective Services 

 


 Child Care Licensing            

(210)337-3399 

www.txchildcaresearch.org

For more information about program quality and staff qualifications call:

National Academy of Early Childhood Programs 


1-800-424-2460

Texas Association for the Education of Young Children

 1-800-341-2391

The Council of Early Childhood Professional Recognition 

1-800-424-4310

DISCRIMINATION POLICY


University United Methodist Day School does not discriminate against any child based on the child’s race, color, national origin, sex, religion, or disabilities.  Reasonable accommodation will be made to provide services to persons with disabilities.  All children are accepted on a probationary basis.  The staff and parents will assess each individual child’s needs to ensure that the program is able to effectively meet those needs.

HOURS OF OPERATION

University United Methodist Day School is open from 8:30 a.m. until 2:30 p.m. Monday through Friday.  Parents are free to visit the program at any time.  

HOLIDAYS/TEACHER IN-SERVICE DAYS

University United Methodist Day School follows the Northside Independent School District’s School Calendar including all student holidays and bad weather makeup days (if necessary).  The Day School also observes approximately two early release days so that the staff may participate in staff development and planning sessions. Please see student calendar for specific details/dates.
University United Methodist Day School follows the Northside Independent School District’s school closure plans for inclement/hazardous weather conditions or emergencies.  Please tune in to local television and radio stations for school closing or start/end times.

DISCIPLINE

We believe that discipline and guidance should be consistent and based on an understanding of individual needs and development.  A positive guidance technique promotes self-discipline and acceptable behavior.

Positive guidance techniques used by our staff will include but are not limited to:

Recognizing and encouraging appropriate behaviors

Developing reasonable and clear rules and expectations in each group

Explaining the consequences of inappropriate behaviors

Redirecting children into positive behaviors

Modeling social behaviors

Enforcing limits and rules consistently and fairly

Helping children to identify and express feelings in acceptable ways

Please discuss with your child’s teacher specific guidance techniques that work best with your child.  Changes at home do affect a child’s behavior at the Day School.  Staff is eager to work with you regarding your child’s behavior at the Day School or home.  

Our policy is to provide a positive, safe, and educational school experience for all children in our program.  If a student behaves inappropriately, the Director will contact the parents for an immediate conference and possible removal.  If removal is necessary, parents are obligated to pick their child up immediately and may not return the child to school until the following school day.

On the third occasion that the parents are called to remove the child, the child may be dismissed from the school.  The child’s tuition will be refunded on a prorated basis.  The child may return to school upon the discretion of the Director.

Biting is a phase that many children pass through and outgrow.  In a class group setting, we are concerned with the safety of all the children, and biting is unacceptable.  If your child bites, we will work with you to develop a plan to correct the problem.  However if the biting is aggressive, breaks the skin, does not lessen within a reasonable period of time, or diverts an inordinate amount of staff time away from the other children and program implementation, your child may be dismissed from the school until the biting diminishes.  

ENROLLMENT
All children must be enrolled before attending the program.  Parents are encouraged to participate in a tour and program orientation.  

The following must be completed and submitted to the school:

· Application and enrollment packet

· Immunization record (up-to-date and current, must have child’s name, birth date, number of dose and type of vaccine, and date the child received each immunization, stamp or signature from physician or health department)

· Day School Medical Information form including doctor’s Statement of Exam 
· Vision and hearing screening results (for children 4 years and older only) Screenings done prior to turning 4 years old do not meet this requirement.
· Tuition statement

· Signed receipt of the Parent Information Handbook
Students returning to UUMC Day School will not need to resubmit the Medical Information Form, however, immunization records must be kept current and up-to-date.  Files will be kept in the office.

PLACEMENT
Classroom placement of students is determined by age as of September 1 of the school year.  Once placed, children will remain in the same classroom for the duration of the school year.  The continuity of care is important to your child’s development, so every effort is made to minimize such disruptions in care.

Children three years and older must be potty trained and out of diapers and pull-ups prior to entering school.

NEW PARENT ORIENTATION
There will be an orientation for all families new to the Day School approximately one week prior to the start of school.  This is for the parents of all age groups (12 mos. Thru Kindergarten).  During Orientation, you will receive and complete necessary paperwork for the school year.  In addition, policies will be covered and any questions you may have can be answered.  
MEET THE TEACHER
Meet the Teacher is a very important part of the transition process into the Day School.  It allows the children to meet their teacher and classmates and become familiar with their new surroundings.  Pre-School and Kindergarten is come-and-go while the 12-35 month classes have scheduled times in a small group setting.  All families will receive their teacher assignment approximately one week prior to the start of school once all necessary paperwork has been completed.

ATTENDANCE
Teachers will accept children into the classroom beginning at 8:25 a.m.  If there is an emergency, doctor’s appointment, or your child is going to be absent, please call the school office so that we can inform the teacher that you will be arriving late/absent.  We encourage you to make every effort to arrive at school on time as it is very disruptive to the class if children arrive after the activities have already started for the day and it is important for the child’s adjustment to the program.

Kindergarten students will be counted tardy after 8:45 a.m.  

If your child is sick, please keep us informed so we can alert other parents of possible communicable diseases.
TUITION AND FEES
Registration Fee

Toddler & Preschool registration fees are: $150 for the first child and $100 for siblings.  Registration fee is due upon enrollment.  Kindergarten registration is $150 per child.

Fifty percent of the registration fee may be refunded if a child in the Toddler or Preschool program withdraws and the child’s space is filled by May 1.  Registration fees will not be refunded if the space is not filled by May 1, nor will they be refunded for students enrolled in Kindergarten.

Supply Fee

One-half of the supply fee is due with Tuition Payment #1 on May 1st.  The remaining half is due with Tuition Payment #2 on August 1st.  This is an annual fee, and it is non-refundable.

Tuition

Tuition is paid in ten monthly installments.  The first monthly installment is due by May 1st.  The rate is not reduced for school holidays or absences.  Tuition is payable at the school office on the first day of the month.  Tuition not paid by the 10th of the month will be considered past due, and a late fee of $25.00 will be charged.  All tuition payments are non-refundable.
REGISTRATION

Registration for the following school year is held every spring, and children are prioritized as follows:

1.
Children currently enrolled in the program and their siblings

2.
Children whose parents are members of University United Methodist Church (Confirmation of membership for a minimum of 6 months prior to registration is required)
3.
Children whose parents are not members of University United Methodist Church

ARRIVAL AND DEPARTURE
Children must be brought into the classroom and released to the assigned staff.  Parents must check their children into the school by signing the check-in form.  Be sure the staff sees you and greets your child.  

When children are picked up from the school, be sure to sign them out and inform the assigned staff.  Please check their cubbies and mailboxes for artwork, soiled clothing, and notes to parents.  Parents and car pool drivers are expected to pick up children promptly by 2:30 p.m.  Should an unavoidable delay occur, please call the school office and advise the staff so that your child may be reassured.  A late charge of $1 per minute will be charged if you are late picking up your child.

VISITORS

Parents are welcome to visit their children at any time.  When visiting the Day School, please stop by the office first to sign in and pick up a visitor’s badge.

MEALS AND SNACKS

Good eating habits are formed early in life.  With proper direction and continued reinforcement at home, children learn that eating nutritiously leads to a healthy, happy lifestyle.

A morning snack will be provided each day.  Water is served with snack.  Each child brings his/her own lunch each day.  Children should bring water, juice or milk/formula to go along with their lunches.  Please label the lunch kit, thermos, and/or cup with your child’s name using a permanent marker.  
Any bottles should arrive already prepared.  Please do not send any containers made of glass.  DO NOT PUT MEDICATION IN BOTTLES OR SIPPY CUPS.  To promote good nutrition, the following guidelines apply to lunches:

· Limit foods and drinks that are high in refined sugar, sodium, or food additives such as food coloring.  Foods with six (6) grams of sugar or less per serving are recommended.

· “Lunchables”, foods from “fast food” restaurants, and other highly processed foods are discouraged.

· Please send “blue ice” in you child’s lunchbox to keep foods from spoiling.  Send lunches which do not require warming, and include utensils. 
Nursing mothers are welcome to use room 1015 in the red hall whenever needed.  Parents also have the right to breastfeed or provide breast milk for their child while at the Day School.  Please see the office if you would like more information.
CHOKING HAZARDS

As stated in the Minimum Standards Rules item 746.3317 and NAEYC Early Childhood Program Standards and Accreditation Criteria, the following items are considered choking hazards for children under the age of four and should not be served/sent at any time: 
*hot dogs (whole or sliced into rounds)
* whole grapes 
*hard candy





* nuts or seeds
* raw peas 





*dried fruit

*pretzels 





*chips

*peanuts





*popcorn,

*marshmallows




*spoonfuls of peanut butter 
*raw chunks of carrots, vegetables or meat larger than can be swallowed whole.  
Parents should cut foods into pieces no larger than ¼ inch square for infants and ½ inch square for toddlers/twos and threes.

We ask that you send these items for 4 year old and Kinder classes only.  
FRUIT CHEWS & GUMMY SNACKS

We have found these items to be a choking hazard risk for our 12-17 month groups and ask that you please not pack them in your child’s lunch if they are enrolled in this age group.  Thank you!
CLASS PARTIES

Toddler classes have two parties yearly at Christmas and the end of the year.  Preschool and Kinder classes celebrate three parties yearly at Christmas, Easter and the end of the year.  Teachers have sign-up sheets for parents to volunteer for these events.  For all celebrations, we require you to provide healthy choices that are simple, easy to serve and not too messy.  
Cakes, cupcakes, donuts, etc. may not be served and should be reserved for family celebrations.

BIRTHDAYS
Children in Preschool and Kindergarten classes will have special recognition in Chapel during the week of their birthday.  Parents are encouraged to come celebrate with their children.  Parents will be asked to come to the front of the sanctuary with their child.  Other arrangements may be made for another recognition Chapel if you are unable to attend the week of your child’s birthday.  Please see your child’s teacher.  Only birthday invitations that include the entire class may be sent from school. 

Children may bring a healthy snack to share with their friends on their birthday.  If a snack item is provided it should be coordinated with your child’s teacher prior to bringing to the classroom.  Parents must choose one of the items from the list below.  Questions and concerns about this policy should be directed to the Day School office. 

Birthday Snack and Class Party Options (contains 6 grams of sugar or less and are low in fat)

Sliced Fruit



Cheese Pizza

Sliced Vegetables



Chicken Nuggets

Angel Food Cake w/Cool Whip and Fruit

Bean and Cheese tacos


Sugar free popsicles



Low fat Muffins

Fruit Juice (100% fruit)



Goldfish Crackers

Popcorn (4 yrs and up)




Graham Crackers/Nilla Wafers

*Cakes, cupcakes, donuts, etc. may not be served
ANIMAL VISITORS

Periodically an animal may be scheduled to visit your child’s classroom as curriculum/interest warrants.  Parents will be notified one week prior to the visit.  A copy of current vaccinations must be given to the office for any animal requiring vaccinations before the visit.

NAPTIME
All children are required to have a rest time.  Even if your child does not sleep, he or she will be expected to lie quietly and rest during this time.  Parents will need to provide a rest mat as well as a favorite blanket or stuffed toy for your child to use during rest time.  The rest mat should be labeled to indicate which side is to be placed on the floor.
         

CLOTHING AND INDIVIDUAL SUPPLIES
Dress your child in clothing that is durable and comfortable.  Many of your child’s favorite activities may tend to be a little messy, like finger painting and digging in the sandbox.  Clothing and shoes should be easy for children to take off and put on.  For your child’s safety and comfort we recommend closed toe shoes with rubber soles, such as tennis shoes.  No sandals, 
flip flops, clogs or western/hard-soled boots please.  If your child’s footwear is making it difficult for him or her to enjoy the day’s activities, the school may need you to provide another type of footwear.  The children will go outside every day (unless weather deems it unsafe or hazardous) so dress them accordingly.  Each child also needs a complete change of clothing.

Please label all clothing such as jackets, sweaters, hats, gloves and raincoats with the child’s name.  We ask that parents of children in the toddler program send labeled disposable diapers and wipes for their children each day. 
DIAPER OINTMENTS

Diaper ointment such as Desitin, A&D, etc., may be applied if the ointment has been labeled with the child’s name and has not expired. Diaper ointments prescribed by a doctor may be applied if they are accompanied by a physician’s note and are in the original container with the child’s name, directions to administer the medication, the date and the name of the physician. Staff use only commercially available disposable diapers or pull-ups unless the child has a medical reason that does not permit their use (the health provider documents the health reason). 
BRINGING ITEMS FROM HOME
Children frequently want to share with their class nature items and treasures from home.  Such items are especially welcomed if they support the topic being studied.  For example, children may bring in shells during a unit on the beach or a picture of Grandpa and his garden during the Grandpas and Grandmas topic.  It is always a good idea to check with your child’s teacher first before bringing objects to the school.

We do discourage your child from bringing toys from home.  We know that bringing toys from home makes it difficult for any child to share and could get lost or broken.  The staff will not be responsible if they are lost or damaged.  The Day School does not allow toys of violence like guns, swords, or violent action figures.  Also, children will not be allowed to bring cosmetics, candy, gum, or money to the school.
ILLNESS
One of the most serious challenges facing group care situations for young children is preventing illness.  The staff will strive to maintain the highest standards of cleanliness.  Proper hand washing procedures will be followed and taught to the children.  The toys, eating surfaces and toileting and diaper equipment will be sanitized between children’s use.

One of the best ways to prevent the spread of disease is to have strictly enforced standards regarding the exclusion of ill children.  We need your help for this.  Do not bring ill children to school and if your child becomes ill, please pick the child up immediately.

According to the Texas Department of Protective and Regulatory Services, children cannot attend the program if one or more of the following conditions exist:

·   The illness prevents the child from participating comfortably in facility activities

·   The illness results in a greater need for care than the staff can provide without compromising the health, safety, and supervision of the other children

·    The child has any one of the following one:

· Armpit temperature of 100º degrees F or greater, accompanied by behavior changes or other signs or symptoms of illness

· Symptoms and signs of possible severe illness such as lethargy, uncontrolled breathing, uncontrolled diarrhea, vomiting illness (two or more episodes in 24 hours) rash with fever, mouth sores with drooling, wheezing, behavior change, or other unusual signs

·   The child has been diagnosed with a contagious disease, until medical evaluation determines that the child is no longer communicable and is able to participate in the facility’s activities



In addition, our policy requires that your child be free of symptoms of illness: temperature, diarrhea or vomiting for at least 24 hours.  Please keep in mind that if we send your child home because of illness, the child will not be admitted to the program the next day because the 24-hour period will not have elapsed.  The Day School reserves the right to require a doctor’s statement before the child can be re-admitted.   
Designated staff members will only administer medications under very special circumstances.  Please see the special health needs section of this handbook for more information.  Medications such as antibiotics, cough syrup, pain relievers, etc. will not be administered.
SPECIAL HEALTH NEEDS

If a child has asthma, a special health condition or a history of allergic reactions and medication or special attention is required, the child’s physician must complete the Special Health Needs form every 6 months, or as it is needed.  This form is available in the school office and will state the required medication or emergency care and actions necessary at school.  Only medication listed by the physician for these conditions will be administered by a staff member at school.  These medications must be in the original labeled prescription container with the child’s name, directions to administer the medication, and the date and the name of the physician prescribing the medication.  

In addition, this form must also be on file for any asthma treatment device that is kept in the office between drop-off and pick-up, regardless of whether the staff has been directed to administer the medication.  No such device is allowed in the classroom or in backpacks during the school day.  

RELEASE OF CHILDREN
Children are released only to persons authorized by written permission from the parents.  Before the child is released, the designated person will be required to show a picture I.D. and have that I.D. copied. No child will be released to an unauthorized person.
CHILD CUSTODY ISSUES
It is our intent to meet the needs of children especially when the parents may be experiencing difficult situations such as a divorce, separation, or remarriage.  Sharing information about such situations may be helpful to the staff and will be held in the strictest confidentiality. 
The Day School cannot legally restrict the non-custodial parents from visiting the child, reviewing the child’s records, or picking the child up unless we have been furnished with legally filed, executed and current documents.  Copies of all court documents must be submitted.  In case of conflicts, the proper authorities will be contacted.

FIELD TRIPS 

University United Methodist Day School works hard to have many special guests and speakers come to our school whenever possible.  In the event a fieldtrip is planned for your child’s class, you will be notified well in advance.  The teacher must have a signed permission slip before your child can participate.  Specific details/information will be provided as needed.

EMERGENCY PROCEDURES

Fire and evacuation drills are held monthly to acquaint your child with evacuation procedures.  The evacuation routes are posted in each classroom.  In case of a toxic fume release or if the building must be evacuated, the children will be taken to The Jewish Community Center at 12500 NW Military Drive (phone:  302-6800).   Parents or emergency persons listed on the enrollment form will be contacted.  If your child is injured, a trained staff member will provide first aid and you will be contacted.  If necessary, your physician will be notified and 911 emergency personnel will also be called.  

If your child needs to be transported by an ambulance, a staff member will accompany your child.  The Day School is fully insured.  In most cases, the school’s insurance is primary to individual families’ insurance.

CHILD ABUSE AND NEGLECT
In an effort to protect the well-being and safety of children, the State of Texas requires anyone who suspects child abuse or neglect to report it to the proper authorities.  Our staff has been trained to identify the signs and symptoms of abuse and neglect.  All suspect indicators will be documented and reported.  We are required by law to cooperate with any investigation of child abuse and neglect.  You will be notified if your child is questioned as part of the investigation. You may contact the Child Abuse Hotline by calling 1-800-252-5400.
PARENT CONFERENCES
Parent conferences will be conducted once a year.  During these conferences, the staff will share information about the progress your child is making and show you samples of your child’s work.  These conferences will be scheduled at your convenience and are very important to insuring close communication between the school and home.  You may request to schedule a conference anytime.  For unresolved issues you may also speak to the Director.
PARENT VOLUNTEER ORGANIZATION — PVO

The Parent Volunteer Organization consists of all parents of the Day School children.  If you have a child in the Day School, then you are in PVO.  There are no dues.

PVO provides emotional and spiritual support to the children, parents, and teachers.  PVO also sponsors several events and fund-raisers throughout the year.  The funds are used to buy new educational materials and equipment.  You can show your support by volunteering for one or more events.
STATE LICENSING INFORMATION
Under the Texas Penal Code, any area within 1000 feet of a child-care center is a “Gang-Free Zone,” where any criminal offenses related to organized criminal activity can receive harsher penalties.
YOU CAN HELP US


Please notify the office of any changes in address, phone (home, work, cell), or persons authorized to pick up your child.


Please notify the school office of any changes in medical records, such as immunizations, allergies, change of doctor, or hospital used for emergencies.  We must keep these records current.


For the safety of our children, please park in designated parking places.  Fire lanes must remain clear.

Only those with a permit are allowed to use handicapped spaces.  


State law requires that no child be left unattended in a vehicle at any time.


For everyone’s safety, please follow the parking lot traffic pattern and remember to drive slowly!

PARENT HANDBOOK
2017-2018
I have reviewed and understand the policies

of

University United Methodist Day School

Parent Signature

Date

Please Print Student’s Name






5084 De Zavala Road


San Antonio, TX  78249


210.691.2704 
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