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Pre-School

Family Handbook
2009
ALL ABOUT US

The Indiana State University Early Childhood Education Center’s Pre-School program is located at Franklin Elementary at 1600 Dr Iverson Bell Way.  
As a part day pre-school program, our pre-school is not eligible for state licensing.  We do voluntarily follow licensing requirements, which parents can view at: www.in.gov/fssa/carefinder/law/ or request from your child's teacher.

The Pre-School is affiliated with the Department of Elementary, Early and Special Education and the College of Education.
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Our program is accredited by the National Academy of Early Childhood Programs.  

Director:  


Gail Gottschling

237-2547

g-gottschling@indstate.edu
MISSION

The mission of the ISU Early Childhood Education Center is to provide opportunities for teacher training, research and service to persons within the university setting and in the community at large. The ISU Early Childhood Education Center demonstrates quality early childhood education programs for young children and their parents with a commitment to cultural diversity.
DAILY PROGRAM

Our staff plan daily activities designed to foster development in the areas of social, emotional, physical, and intellectual growth.  There will be a choice of various learning centers, such as art, science, dramatic play, language arts, and others.  A small portion of the day is set aside for group activities such as music and story telling, but for the most part the children are given the opportunity to interact with their friends and teachers individually and in small groups.  We offer a variety of “hands-on” experiences in which the children learn by doing.  We are committed to providing an anti-biased, multi-cultural curriculum.  The children’s developmental needs and interests form the basis for classroom learning centers and projects.
[image: image3.png]


ISU PRACTICUM STUDENTS

As a part of the ISU Department of Elementary, Early and Special Education, and the College of Education, the Pre-School is a frequent site for university class practicums.  Early Childhood Education students visit our classrooms on a regular basis as part of their student teaching assignments or course work dealing with curriculum, child development, parent teacher relations, special needs programming, etc.  Nursing, Psychology, and Child Development students also participate in our classrooms at times.  ISU students are well supervised by our staff, and are expected to be professional.  We feel that the children enrolled in our program benefit greatly from the university students’ presence in our classroom.

PROGRAM ELIGIBILITY

We follow the Vigo County August 1st deadline for age entrance, and are open to 3, 4, and 5 year old children who are not eligible for kindergarten enrollment.

The ISU ECEC does not discriminate on the basis of race, gender, religion, national origin or disability.

Priority in enrollment given to:

1. Children with siblings enrolled in the ECEC

2. Current university families

3. Special needs referrals

4. Groups may be balanced for age and gender

FEES
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Enrollment is for the entire semester; therefore families are responsible for the entire semester’s tuition.  No exceptions for early withdrawal will be made.  

Tuition may be paid in full at the beginning of each semester, or in four partial payments on the first day of each month.  You are expected to pay your tuition in a timely fashion.  If you have unforeseen difficulty in doing so, please contact the director.  Outstanding fee balances will be referred to the ISU Office of the Controller for collection.

A non-refundable materials fee is charged each semester.

PARENT INVOLVEMENT

Conferences are scheduled at the beginning of the school year to share information about your child and complete enrollment forms.  Additional conferences are held throughout the year to communicate and share your child’s progress and development.  There does not need to be a problem for you to schedule a conference with your child’s teacher.

Parent Meetings are held throughout the year and are designed to share information about goals and objectives of the pre-school, as well as provide social interaction between parents and staff.  We would like to plan meetings according to parents’ interests; please share your ideas with our staff.
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Parent Participation is encouraged.  We invite parents to share family, regional, cultural, and professional interests and hobbies.  Parents are welcome and encouraged to visit their child’s classroom at any time.
Grievances:  In the case of problematic situations or grievances, parents are encouraged to speak first to the classroom teacher, then the director.  Unresolved issues may be discussed with the Chairperson of the Department of Elementary, Early and Special Education.

SCHEDULES

Morning Group:    Monday, Wednesday, Friday 




8:30-11:00

Afternoon Group:  Monday, Tuesday, Wednesday, Thursday



11:45-2:15

ARRIVAL

Parents may accompany their child to the classroom after signing in at the school reception area and getting a visitor name badge to wear.  If you would prefer to drop your child off in the entry way, one of our staff members will take your child to his/her classroom.  We hope you will spend time in the classroom often – this is a great way to learn more about our curriculum, and get to know other families. 

DEPARTURE

If someone other than a parent or guardian or regular carpool is to pick up your child, please notify your child’s teacher in writing.  We will not release a child to unauthorized persons.  For your child’s protection, we will ask unfamiliar adults to show us photo identification.  Please pick your child up no later than 11:00 am for the morning program, and 2:15 pm for the afternoon program to avoid being charged a $5 per 15 minute late fee.

HELPING YOUR CHILD ADJUST

We encourage you to visit our program with your child prior to his/her enrollment.  Parents of non-English speaking children are encouraged to spend at least a portion of the child’s first day at the Pre-School to help explain our daily routines, and answer their child’s questions.  This will help the child get off to a secure start at school.  If the parent is unable to do so, a relative or friend capable of speaking the child’s language may act on the parent’s behalf.

Some children have difficulty separating from their parents in the morning.  We have found that parting comments such as, “You can tell me about your day tonight”, is more desirable than, “Mommy doesn’t want to leave you, but I just have to go to work!”  Please feel free to call the school if you have a concern about your child.

It has been our experience that parents, who have uncertain feelings about enrolling their child in pre-school, sometimes communicated these feelings to the child, resulting in problems of separation anxiety and adjustment.  Please speak to your child’s teacher about these feelings, and try to display a positive, matter-of-fact attitude about the daily separation.

Please call if your child will be absent:


3/4’s Classroom-Room 16
243-1543


4/5’s Classroom-Room 57
243-0972

SCREENINGS

In order to identify children with developmental delays,  special needs, and to plan curriculum for all children’s individual needs, teachers screen all children within 30 days of enrollment, using the Creative Curriculum Assessment for Infants, Toddlers, and Two’s, and the DIAL for 3, 4 and 5 year olds as well as a developmental checklist.
Teachers suspecting developmental delays inform the director and decisions are made as a team to plan for parent conferences, intervention, and support from outside agencies and other needed strategies.

Our program consults with Covered Bridge Special Education District, First Steps for Infants and Toddlers, as well as CASY when needed, and after families have signed release forms for sharing of information with these organizations.  
3 - 5 year olds also receive annual Speech, Hearing, and Language Screening from the ISU Speech and Language Department.

Lead screening will be offered each year by the Vigo County Board of Health.

SNACK

A mid session nutritious snack is served each day.  Please provide a statement from your child’s physician regarding food allergies.  We cannot provide substitutions without this written information.

TOYS AND ARTICLES TO SHARE
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[image: image7.wmf]Frequently, children want to bring toys to school, for several reasons, we discourage this practice.  Activities are planned for children, and toys tend to get in the way of children participating in school experiences.  Sometimes items are lost or broken, and this is disappointing to the child.  We do plan special days for sharing special toys, such as ‘vehicle day’, or ‘teddy bear day’.  Speak with your child’s teacher if you would like to share a book or material related to a theme that the children are studying.

Guns and war toys are prohibited.

CHILD ABUSE AND NEGLECT REPORTING RESPONSIBILITIES

In the event there is a suspicion of child abuse or neglect among any enrolled children, staff members are required to report this to the Director.  The Director or staff member will in turn report the findings to Child Protective Services.

If an intoxicated or impaired person insists on removing children from the center, the center shall immediately report the incident to the local police agency.

CLOTHING AND OUTDOOR PLAY
Children should wear clothing and shoes that allow for easy movement.  We spend much time painting, cooking, and working in sand and water, so washable clothing is advised. Shoes should be sturdy and soft soled and socks should be worn at all times.     

No sandals, slick soled, plastic shoes or crocs should be worn.

Outdoor play is essential in building physical fitness and developing group play.  Children play outdoors every day unless it is raining or very cold, (less than 25°), and should be dressed appropriately for the weather.  Please have all outerwear marked for identification.  Be sure boots are easy for your child to get on and off.  

Children will not play outdoors any day we receive advisement of unsafe air quality.
BIRTHDAYS
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Each child’s birthday, which takes place during the school year, will be quietly celebrated at school.  For celebrations, you may send in a pre-packaged treat.  

Some examples may be:  

Chewy Granola bars, Teddy Grahams/Graham Crackers, pre-packaged crackers and cheese spread, Animal Crackers, or fresh fruit.  Parents are welcome to join their child for snack time.  

(Be sure to make arrangements with your child’s teacher).

If you wish to plan a party for your child outside of school, we want to be sure to avoid hurt feelings that occur when not all children are invited to a party.  Since many families choose to keep their parties small, and are not able to invite all the children in the classroom, please send invitations through U.S. mail.    Please distribute invitations at school only if you plan to invite all the children in the classroom.

Please remember not to bring any party favors such as, candy, birthday hats, streamers, etc.  We have found it is much too exciting for school
GUIDANCE AND DISCIPLINE

Our program is developed to encourage and strengthen positive behavior through opportunities for the children to interact with people and learning materials.  One of the primary goals of the program is to maximize the learning of appropriate social skills including safety and respect for self and others.

Guidance is non-punitive.  Positive techniques include redirection, anticipation and elimination of potential problems, positive reinforcement and encouragement, rather than competition, comparison, or criticism.  Limits are set for children, and the environment is arranged so that a minimum number of “no’s” are necessary.  Clear consistent rules are explained to the children.

When children exhibit challenging behaviors, (including physical or verbal aggression to staff or children and disruptive behaviors) the following steps will be followed.    

The problematic behavior will be studied and documented.  The classroom teacher will consult with the director to discuss ways to work with the child and improve the problematic behaviors.  Staff will request a meeting with parents to discuss and consider solutions and establish a timeline.  Parents may be asked to agree to a consultation with an outside specialist.  If minor changes to the routine, environment, or behavior plan do not seem to be effective, or if the parents are unwilling to work with an outside specialist, the child will be withdrawn from the program.

At any time in this process if the child’s aggression seems dangerous to self, other students, or staff, the child will be withdrawn from the program.

ILLNESS

A child should remain at home if there is evidence of:

	Fever of over 100 degrees
	Chills
	Earache

	Vomiting
	Severe coughing
	Unexplained Rash

	Diarrhea
	Swollen Glands
	Infected Eyes

	Upset Stomach
	Sore Throat
	Head Lice


Children may return to school after being symptom free from 24 hours without use of fever reducing medication.

We will share information with all families if any children are ill with a contagious illness.

ALLERGIES AND FOOD RESTRICTIONS

Please notify us if your child has asthma or any food allergies.  Your physician’s written instructions concerning medications and specific allergies (eliminations and substitutions) must be on file at the center.  Please notify us in writing if your child has any food restrictions due to religious beliefs.  The office will provide an ASTHMA and/or ALLERGY FORM and we will make a copy for your child's classroom.  

HEALTH CONSIDERATIONS

All children enrolled in our program must have a physical examination form and up-to-date immunizations within 30 days of enrollment.  Please check with your physician prior to the start of school to make sure your child’s immunizations are up-to-date and notify us when your child receives additional immunizations.

EMERGENCY PROCEDURES

Emergency procedures for fires and tornadoes are posted in each classroom.  Practice drills are conducted on a regular basis.   Our staff members received training in first aid and CPR.  In case of bad weather, the pre-school will be closed if Vigo County Schools are closed.  When there is a 2 hour delay, morning classes will not be in session.  Please call 237-7777 for information about weather related closings, or tune in to your local TV and radio stations.

EMERGENCY CARE
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In case of injuries, the staff member in charge will decide what steps need to be taken.  Our policy states that in case of a serious injury, we will follow first aid guidelines (all staff members are trained in first aid).  If time permits, we will attempt to contact a parent, guardian, the child’s physician, or any of the persons listed on the emergency information form.  If time does not permit, we will call an ambulance and have the child take to Union Hospital in the company of a staff member.

It is important that parents always have current information on file as to where they or authorized persons can be reached.  Medical charges are the responsibility of the parent.

Notes: 
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Please detach and return bottom portion to your child’s teacher.
Please sign below, indicating that you have read the attached Family Handbook.

________________________________________

Parent/Guardian Signature

____________________

Date

Questions/comments: 

______________________________________________
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