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Welcome! 
 

 
 

We welcome you to the FUMC Early Childhood Center and look forward to the 
partnership we will have during these early school years. 
 
The Early Childhood Center was founded as a way to meet the need for quality 
early childhood education in our community, and ECC strives to meet that need by 
providing nurturing educational experiences. ECC became a part of the Quality 
Approval program in 2003. As a part of Arkansas’ Better Beginnings program, ECC 
continues to meet standards that are substantially higher than the minimum 
requirements. We currently hold Level 3 status, the highest level offered through 
Better Beginnings. Our goal is to help your child explore and begin to understand 
the world around us and to lay the foundation for future academic pursuits and 
spiritual growth. 
 
This handbook includes program policies and important information you will need as 
we share this year.  We hope you will read the handbook carefully.  If you have 
questions, please contact us.   
 
We hope to hear from you often. Thank you for choosing ECC.  We’re glad you are 
here! 
 
Warmly, 
 
 
 
 
Mary Spears Polk        
Program/License Director       
mspolk@conwayfumc.org    
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Early Childhood Center 
 

2016-2017 School Calendar 
 

With a few exceptions (i.e. Good Friday), we will follow the calendar for the 
Conway Public Schools.  If they are closed, we are also closed. Please note ECC 
begins August 29th and ends May 15th.  Here is a list of important dates for the 2016-
2017 school year:    
 
Tues., August 23rd 6:30 –8:00 p.m. Parent Orientation    Great Hall/ ECC 
Thurs., August 25th   9:00-10:00 a.m.  T/Th Child Orientation  ECC classrooms 
Fri., August 26th   9:00-10:00 a.m. MWF & M-F Child Orientation ECC classrooms 
 
Mon., Aug. 29th       MWF & M-F 1st day of class  
Tues., Aug. 30th     T/Th 1st day of class 
 
Mon., Sept. 5th    Labor Day Holiday   No school 
 
Friday, Oct. 21st    Public School Flex Day  No School 
Friday, Nov. 18th    Parent/Teacher Conferences  
Mon. & Tues., November 21-22nd   Public School Flex Days  No school 
Wed.-Fri., November 23-25th   Thanksgiving Holiday  No school 
Dec. 19th- Jan. 2nd    Christmas Holiday   No school  
 
Tues., January 3rd    ECC Resumes 
Mon., January16th    Martin Luther King Jr. Holiday No school 
Friday, Feb. 17th    Public School Flex Day  No school 
Mon., February 20th    President’s Day   No school 
March 20-24th      Spring Break    No school 
 
Friday, April 7th    Parent/Teacher Conferences  
Friday, April 14th    Good Friday    No school 
 
Thurs., May 11th      T/Th  Last Day of Class 
Mon., May 15th    M-F and MWF Last Day of Class 
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Enrollment 
 
ECC offers classes, based on enrollment, to children ages 17 months to 5 years. The 
cut-off for each classroom is determined by the child’s age as of August 1st.  
 
Withdrawal 
 
If you choose to withdraw your child from the ECC program, we require a one 
month notice of withdrawal in writing to the Program/License Director. You 
will be responsible for your child’s tuition until that month is completed. 
 
Hours 
 
The Early Childhood Center will meet: 
 

Tuesday and Thursday classes      8:45-2:30 
 
Monday, Wednesday, and Friday classes    8:45-11:30 
Monday – Friday class       8:45-11:30 
 

Extended Care Hours: 
As scheduled for your child      11:30-2:30 

 
Wrap-Around Care Hours: 

As scheduled for your child      7:30-8:45 
          2:30-4:30 

 
Our building will open at 7:30 a.m. for children in Wrap-Around Care. All other 

children may be taken to their classrooms beginning at 8:45 a.m.  Children must be 
signed in and signed out and will only be allowed to leave with an authorized adult. 
 
 
Special Needs Policy 
 
 We welcome all children into our program regardless of medical, health, or 
developmental needs.  We will work with special services providers to ensure that 
your child has the supports needed to foster development. 
 

 Prior to enrollment of a child with disabilities that require special care or 
support services (whether medical or educational); parents of the child must 
provide written documentation of the child’s special needs and training for ECC 
staff prior to the first day of school.  Such training shall be at the expense of the 
parent and shall include any and all procedures required for the adequate care of 
the child.  Any materials necessary for proper care of the disability shall be provided 
by the parent.  Ongoing care provided by trained ECC staff must be documented 
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and must comply with the physician or therapist’s specific written medical and/or 
educational plan for that child.  Should the staff be unable to provide the care 
specified by the physician or therapist, the parent will be notified and shall be 
responsible for the necessary care. Parents may be charged an added fee for 
additional staffing if deemed necessary to meet the needs of the child in the 
classroom. 
 

 
 

Tuition & Other Fees 
 
Tuition is due on the 1st day of each month, September through May (including 
December).  A $10.00 late fee will be charged if the payment is not received by the 
10th of the month.  This charge will be due along with the child’s tuition for the 
following month.  There will be a $20.00 returned check charge for each returned 
check we receive. 
 
ECC prefers tuition payments be made by check (made out to ECC), money order, 
or through Auto Draft. ECC does not keep change in the office, and does not have 
a credit/debit card machine. If tuition is paid by cash, please understand that any 
overage will be credited to your account. 
 
Payments may be placed in the drop box located in the lobby of the ECC wing (on 
the wall to left of the office window) or mailed to the following address: 1610 Prince 
Street, Conway AR 72034. 
 
For your convenience, ECC offers automatic withdrawals from your bank account 
for your monthly tuition payments.  Forms were included in your enrollment packet 
or can be picked up in the ECC office. 
 
We do not pro-rate any tuition during the school year. Tuition is calculated on an 
annual basis and divided equally over nine months. You are responsible for your 
child’s tuition payments whether or not your child attends school.  This includes 
absences due to illness.  
 
We require all parents to sign a financial contract which specifies these financial 
policies and obligations to the ECC Program.  
 
Receipts:  We will be happy to provide you with a monthly/yearly payment receipt, 
upon request.   
 
Extended Care: We will offer extended care (based on availability and age of child) 
for those children who will be attending our M-F program or MWF program.  The 
hours will be 11:30-2:30 on Mondays, Wednesdays and Fridays, and Tuesdays and 
Thursdays.  Children may register for either MWF or T/Th extended care, or both.   
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Payment for extended care will be due on the first of each month, along with 
tuition. 
 
Children attending MWF or M-F classes may stay for extended care on a “drop-in” 
basis as space allows. The cost is $15 per day. Arrangements must be made with a 
director in advance. Spots will be filled on a first-come, first-served basis.  
 
Wrap Around Care: We will offer wrap around care (based on availability and age 
of child) for those children who are in the Duck, Bear, Fish or Rabbit classes and are 
enrolled in school/Extended Care from 8:45-2:30.  The hours will be 7:30 a.m. – 8:45 
a.m. and 2:30 p.m. – 4:30 p.m. Monday – Friday.    
 
Payment for wrap around care will be due on the first of each month, along with 
tuition. 
 
Children, who meet Wrap Around Care requirements, may stay for wrap around 
care on a “drop-in” basis as space allows. The cost is $15 per day. Arrangements 
must be made with a director in advance. Spots will be filled on a first-come, first-
served basis.  
 
Questions about whether your child can enroll or drop-in for extra hours? Ask a 
director! 
 
Material fees are due with your child’s enrollment packet. The fee will cover basic 
supplies such as baby wipes, art supplies, classroom disinfectant, markers, 
construction paper, etc.  
 
Materials fees are as follows: 
 Tuesday/ Thursday Classes:     $20 
 Monday/ Wednesday/ Friday Classes:   $30 
 Monday-Friday Classes:     $40 
 Wrap Around Care:    $20 
If your child is enrolled in Wrap Around Care, you will be responsible for both 
material fees. 
 
Late Pick-Up Fees:  Parents are responsible for picking up their children at the proper 
time. If you are late picking up your child you will be charged a late pick-up fee of 
$1.00 for every minute you are late, following a five minute grace period.  The fee 
goes up to $5.00 for every minute you are late after 3:00. After the third offense the 
late pick-up fee goes up to $5.00 for every minute you are late after 11:35 am for 
morning classes, 2:35 pm for the afternoon classes, and 4:35 pm for wrap around 
care, and you may be subject to dismissal from the program (this is at the discretion 
of the Program/License Director). Non-payment of late fees will result in the 
automatic withdrawal of the child.  The time of pick-up will be based upon your 
child’s classroom clock.  You will be billed for any late pick-up fees incurred. 
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Lunch Supplementation Fee:  If your child is missing a required component to their 
lunch (see p. 11-12 and Appendix A) on more than one occasion, you will be 
assessed a small fee to cover the cost of the item supplemented ($0.50 per food 
item; $1.00 per milk).  If we must supplement your child’s lunch on four or more 
occasions, the costs for each supplement will double ($1.00 per food item; $2.00 per 
milk). 
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About ECC 
 

FUMC Weekday Child Care Committee Members 
 
Mary Spears Polk   Moriah Bruner   Teresa Huff  
Pam Brenske   Angela de Freitas   Leah Pierce 
Danielle Adkisson   Karil Greeson   Clay Bumpers 
Pam Lentz    Cathy Goodwin   Heather Cooper 
Lisa Murray    Jennifer Boone 
 

ECC Teachers 
 
Monkey Class (1 ½ yrs)   Morgan Shaw 
 
Frog Class (2 yrs – 2 ½ yrs)  Jennifer Spencer & Danielle Adkisson 
 
Lamb Class (2 ½ yrs)   Sarah Charton & Lisa Speights 
 
Bear Classes (T/Th- 3 yrs)   Melinda Blackburn & Connie Morris 
  (MWF- 3-4 yrs) 
 
Duck Class (3 yrs)    Lisa Walter & Traci Smith 
 
Fish Class (4-5 yrs)    Kimberly Huffman & Lisa Murray & Lisa Speights 
 
Rabbit Class  (4-5 yrs)   Angie Hogue & Sarah Patrick 
 
Wrap Around Care (3-5 yrs)  Lisa Walter & Bailey McKee 
 
 

Mary Spears Polk- ECC Program/License Director; mspolk@conwayfumc.org 
Pam Brenske- Assistant Director; pbrenske@conwayfumc.org 
Leslie Johnson- Finance Assistant; ljohnson@conwayfumc.org 
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Licensing 
 
The Early Childhood Center will maintain and surpass standards necessary to be 
licensed as a child care institution in the State of Arkansas.  We assume the 
responsibility of maintaining healthy, safe, and developmentally appropriate 
conditions for children during the time they spend in our care.  Licensing is a form of 
consumer protection for children and parents.  While Licensing only requires 15 hours 
of training per year, all ECC staff members are required to attend 25 hours of 
workshops and in-service training. 

 
Licensing Compliance records (DCC-521) are available in the office for parent 
review. 
 
Licensing Documentation and Children’s Files:  Our program is licensed to provide 
care for your child through the Arkansas Department of Human Services.  As a part 
of our requirements to retain this license, we must have certain documentation on 
file for each child enrolled in our program.  This documentation includes: 
 

• Enrollment Form 
• Up-to-date Immunization Record  
• Field Trip Permission Form (for 3-5 year old classes) 
• Signed Kindergarten Readiness Form (for 3-5 year old classes) 
• Signed Discipline Policy 
• Signed Financial Contract 
• Signed Photo Release Form 
• Signed Address and Phone Number Release Form 

 
If we do not have this information in your child’s file, we cannot allow your 

child to remain in our program.   
 
Staff-Child Ratios:  The maximum staff- child ratios as required by the ECC Program 
are as follows: 

 
  18 months – 36 months  1 adult to 9 children * changes to 1:8 6/1/2019 
  30 months – 3 years  1 adult to 12 children 
  4 years – 5 years   1 adult to 15 children 
 
In a group containing children of different ages, the staff–child ratio shall meet the 
requirements for the youngest child in the group.  In the event that during snack or 
outdoor play activities, children of different age groups are together in large areas, 
the staff–child ratio for the respective age groups shall be maintained. Infants and 
toddlers will not be grouped with preschool children. 
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Accreditation 
 
The First United Methodist Church Early Childhood Center is proud to maintain the 
highest level (Level 3 status) with the Arkansas Better Beginnings Program. Better 
Beginnings seeks to provide parents with the resources to identify and locate quality 
child care programs in their communities.  It also provides early childhood programs 
with tools to reach and maintain standards of excellence. ECC has been a state 
accredited facility since 2003, and the teachers and staff are excited to be a part 
of the state’s current Quality Improvement Rating System. The children of Conway 
deserve nothing less than the very best, and ECC strives to offer that! At ECC you will 
find: 
 
 

• A physical environment which is supportive of the physical and mental 
development of each child in child care, 

 
• An educational program that prepares children for success in school, 
 
• Trained professional staff who know how to work effectively with 

children and who continue to pursue educational and training 
opportunities, and 

 
• A program that values the views of parents as an important part of the 

early education experience. 
 
The FUMC Early Childhood Center admits students of any race, color, and 
national or ethnic origin. We do not discriminate on the basis of race, color, 
national and ethnic origin in administration of educational policies, admissions 
policies, scholarship programs, and other school-administered programs.  
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What to Bring 
 

Daily Items 
 
All items must fit into your child’s classroom cubby. It will be more convenient for you 
if you have a bag or backpack to carry these items and any notes or artwork that 
may be sent home. Please send the following items, labeled with your child’s name, 
each day your child attends ECC: 
 

• Change of clothing (including socks and underwear) labeled and in a zip 
locked bag. A spare pair of shoes is a good idea as well. 

 
• Lunch as outlined in our lunch policy below. 
   
• Naptime Blanket. We will provide each child with a cot and fitted sheet. Your 

child should bring a blanket and any naptime “lovey” that will make rest time 
more comfortable.  

 
Lunches 
 
DHS Licensing requires that child care programs ensure all lunches 
meet USDA meal pattern guidelines. If your child’s lunch is missing a 
component (listed below), we will provide a supplement for a fee.  
 
Of course, lunchtime is important to children’s physical health, but it 
can also be filled with opportunities for learning in math, language, 
social skills, and a number of other areas. It is a time for friendly conversation and 
relationship-building between the children and teachers. 
 
What to send for lunch:  

• Lunchboxes (Label the lunchbox and all contents with your child’s name).  
• “Child-friendly” lunch items, so your child can easily open and eat the foods 

sent independently. 
• Spill-proof cup(s) with drinks. (If these are not labeled with your child’s name, 

our teachers must label them in order to meet DHS requirements.) 
• 5 lunch components:  

o Liquid Milk 
o 1 meat/meat alternate 
o 1 bread/grain 
o 2 fruits or vegetables 

• An ice-pack to keep food from spoiling (we are not able to refrigerate or 
warm lunches). Be sure that the ice pack chosen is safe for use by children 
(non-toxic). 

• See Appendix A for additional information. Your child’s teacher can give you 
further guidelines and suggestions for lunches in your child’s classroom. 
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Allergies:  Be reminded that ECC is a “peanut-free” facility. If your child has other 
allergies, please inform your child’s teacher.  
 
Substitutions:  Please note that substitutions made due to allergies (or for other 
reasons) must meet the primary nutrient contribution of the food or beverage it 
replaces, according to the USDA Meal Pattern Guidelines. For example, soy milk 
would be an appropriate substitute for cow’s milk but almond milk or  juice would 
not (juice & almond milk do not replace the protein found in milk).   
 
If you must make a substitution in your child’s meal on a regular basis, please 
complete a “Documentation of Food Substitution Plan” form found in the ECC 
office. 
 
 Supplementation:  If your child comes to school without a lunch or with an 
incomplete lunch (as outlined above), you will receive a reminder notice. At that 
time your child’s lunch will be supplemented free of charge. If your child’s lunch 
must be supplemented a second time, a fee will be assessed to your account to 
cover the cost of the food (see p. 7).  As mentioned above, lunchtime is filled with 
opportunities for learning across a wide range of areas. Teachers cannot utilize 
these opportunities with any of the children if they must leave the classroom to 
prepare all or a portion of one child’s lunch. 

 
Clothing 
  
Learning Appropriate Clothing: We all learn more when we become involved.  At 
ECC, children will see, feel, hear, taste, and smell.  Becoming involved almost 
always means getting messy, dirty, wet, and/or rumpled.  Please dress your child 
accordingly. Please let your child wear play clothes to school.  “Dressy” clothes or 
jewelry can sometimes interfere with our very active learning times.  Also, although 
we use washable paints, markers, etc. we cannot guarantee that all paint spots will 
wash out.  Your child will need to bring a complete change of clothes in a zipper-
sealed plastic bag.   
 
Weather Appropriate Clothing: We plan to play outside every day, as long as it is not 
raining and not too cold.  Particularly when the weather cools, be sure to dress your 
child warmly and send an appropriate coat, hat, etc.  Drawstring and other neck 
accessories are not allowed on the playground due to entanglement hazards. 
Please label all clothing that your child may take off while at school (jacket, 
sweater, etc.).  Help your child become familiar with her name so that she will be 
able to identify her belongings. 
 
Independence: Please, dress your child in clothing which he can handle 
independently, especially in the bathroom. Overalls, belts, pants with difficult snaps, 
etc. can interfere with your child’s developing sense of self-sufficiency 
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Shoes:  Children should wear close-toed shoes. These shoes should fit well (i.e., not 
slide or fall off when your child runs and climbs) and have a rubber sole with a good 
tread.  This is important for your child’s safety and gross motor development. 
 
What Not to Bring 
 
Please do not bring peanut products, shredded cheese, red drinks, balloons, 
sandals, open-toed shoes, jackets with drawstrings, or toys from home (with the 
exception of nap time “loveys” and show-and-tell items). Gun, sword or knife toys 
are not allowed at ECC. 



15 

Your Child’s Day at ECC 
 
About Learning Centers 
 
 Learning centers are an essential ingredient in an effective early childhood 
classroom.  When playing in centers young children: 
 

• Make choices, developing confidence in their problem solving abilities 
• Expand their oral language, combining words with their activity 
• Enhance their creative abilities, determining the direction of their play and selecting materials 
• Develop social skills as they work with others 
• Understand others as they try out roles and participate in play sequences 
• Develop responsibility as they build with and care for the materials they use 
• Learn how to make plans and carry them to completion, developing persistence in a task 
• Enhance their ability to be independent learners 
• Develop skills in solving conflicts 
• Move into more advanced play as they develop roles, sequencing and working 

cooperatively with others in episodes 
• Learn how to actively participate in small and large group activities 
• Develop longer attention spans as they increase the length of time they work in centers and 

participate in activities which interest them 
• Enhance their self-image as they learn that they can positively influence their world as they 

participate in the centers 
• Experience integrated learning as they use all areas of the curriculum in meaningful ways 

 
Learning Centers… 

Teachers will be using learning centers in their classrooms.  Listed below are 
descriptions of some of the centers and the benefits they provide. 

 
Pretend Center:  This area allows for impromptu and imaginative play 
initiated by the children.  Through reenacting real-life situations, the 
children gain confidence in themselves and knowledge of the world 
around them.  Social development and language skills flourish 
through cooperative play. 
 
Easel / Art Center:  The goal of the art center is to provide a means for free 

expression of ideas and feelings.  Through art activities, children explore 
themselves and the world around them.  Art provides opportunities for 

reinforcing feelings of positive self-worth, along with the development of 
fine motor and planning skills. 
 
Block Center:  Children learn a sense of accomplishment through block play.  As 
the child builds with blocks, his imagination is continually stretching to 
develop new creations.  In the initial stages of block play, the child 
usually tends to build by himself.  As they enter into cooperative play, 
the children learn to share and help each other.  At this point, 
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dramatic play usually becomes a part of block play.  Vocabulary, motor skills, math 
skills, and scientific concepts are also strengthened here. 
 
Book & Listening Center:  The book corner provides a relaxing 
atmosphere for the children to explore books while re-enforcing 
literacy development.   
 
Discovery / Science Center:  Water and sand are used to help in the 

development of fine motor skills, basic reasoning and pre-math concepts 
through pouring and measuring. Scientific concepts are explored as 

children interact with natural, man-made and living objects.  
 
Writing Center:  A variety of writing materials are used to extend the 
child’s literacy and communication skills.  Children are encouraged to 
communicate their ideas and their thoughts in written form to learn the 
importance of written communication. 
 
Game Center:  Fine motor development involves the use of the small muscles.  

Puzzles, peg & rubber band boards, Legos, Duplos, and stringing and 
stacking toys are just a few examples of activities which offer tactile 
stimulation necessary for fine motor development.  Fine motor 
development is crucial to future writing, reading, and other processes. 

 
Curriculum 
 
Our activities correspond to the Arkansas benchmarks for all ages served. These 
activities are planned around your child’s individual needs, abilities, and interests.  
Because children learn through their senses and by moving, it may not look like 
school to you!  Teachers use play experiences to help children learn skills and 
concepts.  Activities encourage exploration, creativity, and problem solving.  The 
staff works with children to enhance their learning and development in all areas:  
social-emotional, physical, language/literacy, and intellectual. 
 
Group Time 
 
Group time encourages the development of listening skills, creative 
expression and group interaction.  Songs, fingerplays, stories, and 
discussions are incorporated into group time. 
 
Note:  If group time is in progress when you arrive, please wait outside your child’s 
classroom or in the ECC office until the class has finished.  Entering during this time 
interrupts the learning process for the children engaged in group time. In addition, 
your child may feel uncomfortable coming in during this time. It is difficult for young 
children to miss part of routine activities and try to engage with the others in the 
middle of these routines. Thank you for your understanding. 
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Outdoor Play 
 
Outdoor play is not just recess but is an extension of our indoor learning 
opportunities. 
 
All children will play outdoors every day, weather permitting. We will have gross 
motor play indoors when it is raining or the temperature is below 40 degrees.  The 
length of outdoor play times is adjusted according to the weather. Factors such as 
humidity and wind are considered in determining whether children will be able to 
play outdoors and how long they will stay out. 
 
If children are healthy enough to be at the center, they are healthy enough to go 
outdoors. 
 
Clothing: Please dress your child for the weather, especially cool mornings in fall and 
spring (see p. 12 for more information). 
 
Shoes: Sneakers with socks, or other similar shoes, are best for running, climbing and 
enjoying the outdoors. All shoes should be close-toed. 
 
Sunscreen: Please apply sunscreen at home. If parents would like sunscreen applied 
during the school day, sunscreen must be provided, and sunscreen application 
permission must have been granted in the enrollment packet.  
 
Quiet Time 
 

The full day program (T/Th) and extended care sessions include a period in 
the afternoon for rest.  By licensing guidelines, this period must be at least one hour 

and cannot exceed two hours.  We understand that not all children 
will need the same amount of rest and, therefore, will offer quiet time 
activities (e.g., looking at books) when children have rested for an 
appropriate length of time.  Each child should bring a blanket and/or comfort item.  

 
Field Trips 
 
Parent participation is essential to a successful field trip, and you are encouraged to 
attend any of the field trips that your child takes.   At this time 
all field trips will be “walking” field trips. 
A field trip permission slip will be provided for each trip (if your 
child will be 3 years or older by 8-1-16).  Please sign and 
return this permission slip so that your child may attend the 
field trips.  If we do not have a signed authorization, the child 
cannot attend the field trips.  If your child will not be 
participating in a particular field trip, please do not send your 
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child to school on that day as there will be no one available to remain at school 
with your child. 
 
 
Snacks and Birthdays 
 
 Every month, we will publish a snack calendar.  It will be posted outside the 
ECC office. 
 We love to celebrate each child’s birthday at school.  You are more 
than welcome to bring a special snack on this day (or any other day).  
We will celebrate as close to the actual day as possible during our 
snack time.  Please notify your child’s teacher ahead of time when you 
wish to bring a special treat for your child’s class so that another snack will 
not be planned for that day.  

Please check with your child’s teacher for snack options that work well for 
that age group. Due to health and safety regulations, all snacks must be store-
bought. Healthy options (e.g., fruit and fruit dip) are preferred. Please remember 
that there are no red drinks allowed in the Trinity Building.   

 As you are choosing a snack to send, please check the ingredients for 
any type of peanut product or peanut oil.  Some children are very allergic to 
these products and therefore we do not allow these items at ECC.  
Additionally, please remember that for your child’s safety, balloons are not 

allowed at ECC.   
  Invitations to parties outside of ECC can be placed in the children’s 

cubbies only if every child in the class will receive one. 
 
Classroom Parties 
 
 Classroom parties will be on-site and will be age and developmentally 
appropriate for each class.  We look forward to and appreciate your participation 
in helping us make your child’s classroom parties extra special. Please watch your 
child’s classroom notice board for opportunities to volunteer. 
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Safety and Emergencies 
          
Parent and Visitor Sign-In Requirements:  Parents and family members are welcome 
to visit the center at any time. We simply ask that you consider whether or not your 
child will be comfortable with a second good-bye during the day.  
 
Parents and visitors are required to sign in before entering your child’s classroom at 
any time other than drop off and pick up of your child.  The sign-in sheet is located 
outside of the ECC office. 
 
Unscheduled School Closings Pol icy:  ECC may close due to one or 
more unplanned events (e.g., snow/ice , extended ut il ity  disrupt ion, 
etc.).  
 
How will parents be informed of such closings? 

• Watch your local news (especially for closings due to inclement weather).  If 
the Conway Public Schools are closed, ECC will also be closed.  If the 
Conway Public Schools are dismissed early, ECC will close immediately.  If the 
Conway Public Schools are delayed, ECC will be closed all day. 

• Facebook:  Like us on Facebook—“FUMC Early Childhood Center.” 
• Text Alerts:  To sign up for text alerts, text “@eccof” to 81010.  (Msg and data 

rates may apply.) 
 
Will any of these days be made up? 
The Weekday Childcare Committee reserves the right to evaluate what course of 
action to take on a case by case basis.  The Committee’s decision will weigh both 
the needs of the ECC program and the children enrolled. The Committee will take 
the following guidelines into consideration: 
 

• ECC will NOT make up any days during the school year. For example, if the 
Conway Public Schools go to school on President’s Day in order to make up a 
day missed in December due to inclement weather, ECC will still be CLOSED. 

• Make-up days may be considered ONLY if the Conway Public Schools add 
days to the end of the school year. 

• ECC’s school year will NOT extend into the last 5 days of the Conway Public 
School Calendar. 

 
 

 
ECC’s Car Seat Policy:  Due to the enactment of the Child Passenger Safety Act, 
children under age 6 who do not weigh 60 pounds must be transported in a child 

passenger safety seat.   
 
Please note:  As mandated reporters (see pg. 20, “Abuse Reporting”), 
ECC employees are required to report suspected abuse or neglect, 
including children allowed to ride in vehicles without proper restraints.  
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Please, always have your child secured in your vehicle with a compliant child 
passenger safety seat. This is not just a serious safety issue, it is the law. 
 
Parking Lot Safety: The safety of the children at ECC is our first priority.  As such, 
families who are unwilling to adhere to these safety guidelines are subject to 
dismissal from the program at the discretion of the Program/License Director and/or 
Weekday Childcare Committee: 
 

• Never leave a child unattended in your vehicle for any length of time. As 
mandated reporters (see pg. 20, “Abuse Reporting”), ECC employees are 
required to report any suspected abuse or neglect, including children left in 
vehicles.  If this presents a hardship for you and your family, please contact 
the ECC office. 

• Parents must park in designated parking spots. Do not park in spots 
designated for individuals with disabilities or along the curb.  

• Drive slowly and carefully through the parking lot at all times. 
• Hold your child’s hand when walking through the parking lot whenever 

possible. 
• Please contact the ECC office if you need assistance in the parking lot. We 

are happy to help! 
 
Weapon-Free Zone:  ECC is a program of the Conway First United Methodist Church.  
The current position of the United Methodist Church as found in The Book of 
Resolutions of the United Methodist Church is, “Every United Methodist church is 
officially declared a weapon-free zone.”  This position is supported by state law 
which also designates churches as weapon-free zones. 
 
Emergency Procedures:  ECC has a full Emergency Response Plan which addresses 
fire, tornado, off-site evacuation, medical emergency, poisoning, utility disruption, 
bomb threat, and intruders. Each classroom has evacuation plans posted that 
indicate the appropriate exit. Emergency phone numbers (fire, police, and poison 
control) are posted by the hall and office phones. If an off-site evacuation is 
deemed necessary, our possible relocation sites include 1617 Duncan Street, 
Conway Junior High School, and Hendrix College. In the event of an off-site 
evacuation families will be notified by phone or text (see p. 23 for information on 
signing up for text alerts).  Please listen to local radio & television stations for 
announcements if phone/texting is disabled. 
 
We will practice fire and tornado drills each month.  At the beginning of the year 
(prior to an actual drill), the teachers will walk the children through the drill 
procedures to help them feel more comfortable. All drills will be conducted in a 
calm and positive manner. 
 
A weather radio is located in the ECC office.  This alerts our staff to any severe 
weather watches or warnings.  In the event of severe weather, each classroom will 
be notified to proceed to their designated “safe area”. Maps indicating these areas 
are posted in each classroom. 
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Product Recalls:  The U.S. Consumer Product Safety Commission sends us information 
on child-related products that have been recalled due to safety concerns. These 
are kept in a binder on one of our two parent information tables in the center lobby. 
 
Abuse Reporting:  Our teachers are required by state law to report suspected child 
abuse/maltreatment.  This includes non-accidental injuries, such as welts, bruises, 
cuts, burns, scratches, and broken bones.  Suspected sexual abuse, emotional 
abuse and neglect are also reported.  Child neglect is defined as abandonment, 
lack of food, utilities, shelter, or lack of supervision.   
 
Reports are confidential and are considered allegations until an investigation is 
completed.  The phone number for the Child Abuse Hotline is posted by the hall 
phone and office phone.  
 
Interviews by DHS and Other Agencies:  Any staff member or children in attendance 
may be interviewed by Child Care Licensing, by the Division of Child and Family 
Services, and/or by law enforcement officers for the purpose of investigations or to 
determine compliance with licensing requirements.  Child interviews do not require 
parental notice or consent. 
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Children’s Health 
 

Illness:  If your child is sick, please keep him/her at home.  This includes children who 
are too sick to go outside.  If children come to school, they will need to go outside 
when the rest of the class does.  Children who have been sick should be kept at 
home until they are free of fever or other illness for 24 hours.  
 
State health regulations require that children with the following symptoms be 
excluded from child care: 
 

• Sudden Changes in Behavior (lethargy, persistent crying, difficult breathing, 
rash) 

• Fever 
• Diarrhea (2 watery/runny stools beyond normal or cannot be contained in 

diaper or soils clothing in toilet-trained children) 
• Blood or mucus in stools 
• Vomiting (2 or more occasions within the past 24 hours) 
• Abdominal pain more than 2 hours 
• Mouth sores with drooling 
• Rash that is not obviously associated with diapering, heat, or allergic reactions 

to medications. 
• Conjunctivitis or “pink eye” 
• Sore Throat if associated with fever OR swollen glands in the neck. 
• Severe Coughing leading to gagging, vomiting or difficulty breathing. 
• Strep Throat (until 24 hours after antibiotic treatment has 

started) 
• Untreated scabies, head lice or the presence of nits. 
• Ring Worm 
• Impetigo 

 
If any child becomes ill and unable to participate in the daily activities, the child will 
be isolated and supervised.  Parents will be notified and requested to pick-up the 
child.  Should we be unable to reach the parents or guardians, emergency persons 
listed on the child’s records will be called. 
  
Should the teacher and a director determine that your child requires emergency 
medical care, parents will be called, and the child will be transported to the nearest 
emergency medical facility. 
 
Minor injuries will be treated with appropriate first aid, and you will be informed 
about them on an accident report.  After a parent/guardian signs the accident 
report, a copy is sent home with the parent/guardian and a copy is kept in the 
student’s school file. 
 
You will be called to the center immediately if your child sustains a more serious 
injury.  In cases that we perceive to be potentially life threatening, we will call an 
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ambulance to transport your child to a medical facility and will direct you to meet 
the ambulance.  All costs for the ambulance and medical fees are the responsibility 
of the child’s family. 
 
Medication:  Our program staff does not administer most medications to children.  
However, if your child has a medical care plan that requires medication during the 
school day, please contact the center director to make these arrangements.  We 
will work with you to administer medications necessary to sustain life (i.e., heart, lung, 
and diabetic medication).  This requires written permission from parents and written 
directions signed by parent or the physician ordering the medication.  Antibiotics, 
cough syrup, Tylenol, etc. are not considered life sustaining.  Parents are welcome 
to come to the center to administer medications they wish their children to have.  
 
Sunscreen, if needed, should be applied by the parents before school. If it is 
necessary for sunscreen to be applied during the school day, parents must supply 
the sunscreen and provide written permission for its application. 
 
Diapering:  Diaper changing stations are available in the one and two-year old 
classes. The center purchases diaper changing supplies (e.g., baby wipes, diaper 
sacks, vinyl gloves). However, parents should send diapers/ pull-ups (4 per day). 
 
 If your child needs any other special diaper preparation, please contact the office. 
A permission form must be given for the use of any prescription diaper creams.  
 
Smoking:  Smoking is prohibited anywhere on the FUMC campus. 

More Information:  Because your child’s well-being is so important, ECC strives to 
provide families with resources to support children’s health, growth and 
development. This Family Handbook includes information on ARKids First health 
insurance (Appendix B) and your child’s medical home (Appendix C).   

In the ECC lobby, you will find numerous pamphlets on stages of development, 
childhood health, children’s nutrition and physical activity, as well as child and 
family supports available in our community.  

Our ECC Parent Library contains books and articles on a wide variety of topics, 
including divorce and grief, for both adults and children. ECC is also happy to assist 
families in connecting to community resources in order to address any concerns you 
might have. Please feel free to contact your directors at any time 
(mspolk@conwayfumc.org; pbrenske@conwayfumc.org) for assistance. 
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Home/ School Partnership 
 
Confidentiality:  All information about children and families is considered 
confidential.  Staff members and volunteers will maintain the confidentiality of each 
family and of each child’s educational records.  
 
Orientation:  Families are expected to attend our Autumn Parent Orientation 
meeting. During this time we will explain policies and procedures and answer your 
questions.  If you are unable to attend or your child enrolls during the school year, 
we ask that you schedule an orientation conference with a director at a time that is 
convenient to you.  
 
Daily Arrivals and Departures:  A parent or authorized adult must accompany 
children into and out of the center at all times and must sign children in and out.  
Arrival and departure times are very busy; for safety, please hold your child’s hand 
in the parking lot.  
 
Drop-off and pick-up times provide valuable opportunities for brief parent-teacher 
communication. However, our focus must always be your children. Please help us 
do a good job-- If it is important, please write it down and hand it to a staff member.  
 
Cubbies:  Please check your child’s cubby, as well as the notice board outside the 
classroom, for special notices. 
 
Classroom Calendars: You will receive a classroom calendar each month.  
The calendar will give information about special activities, field trips and 
days we are not having class.  The teacher may also include special 
requests for the class on this calendar.  Please read the calendar as soon as 
you receive it. 
 
Daily/Weekly Notes: Your child will receive a daily note that describes a little bit of 
what your child did during their time at ECC, in addition to documenting any 
sudden changes in behavior or health.  It is very important for parents to talk with 
their child about the note to discover what their day was like, what they enjoyed 
about it, and to help the parents share in their child’s experiences at school. 
 
Text Alerts: ECC will send center-wide text alerts as needed for emergencies, school 
closings, and important announcements.  To sign up for text alerts, text “@eccof” to 
81010.  (Msg. and data rates may apply.) 
 
Facebook:  Like us on Facebook--- “FUMC Early Childhood Center”.   
 
Parent/Teacher Conferences: Twice during the school year, ECC will hold 
parent/teacher conferences. These conferences are optional. Your child’s teacher 
will contact you to schedule a time on those days.  
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Additional Parent/Teacher Communication: Each teacher will provide you with a 
way to communicate (e.g., phone or e-mail) outside of school hours. In addition, we 
are always happy to schedule a parent/teacher conference to allow an 
uninterrupted period of time to discuss your child’s progress or any concerns you 
might have (in addition to the two formal parent/teacher conference days on the 
calendar). 
 
Suggestion Cards are located on the tuition drop box to the left of the ECC Office 
window and can be deposited there or handed to any staff member. 
 
General: The distribution of all correspondence, advertisements, invitations, letters, 
memos, etc. to the families of students must be approved in advance by the 
program/license director. We cannot distribute or display advertisements for for-
profit businesses. Invitations distributed at school must be given to each child in the 
class. 
 

Parent Resources 
 
Child Development: Each child is unique, and so is the way in which each child 
develops. However, knowledge of the typical rate of physical, intellectual and 
social/emotional development is useful in detecting possible delays. Handouts are 
available on the parent tables that outline milestones for preschoolers. In addition, 
families will be given the opportunity to complete child development screeners 
twice a year. For more information, please contact your child’s teacher or the 
program/license director. 
 
Additional Services: ECC partners with Early Intervention (birth to 3 years) and Arch 
Ford Educational Cooperative (ages 3-5) to provide screenings and, when needed, 
additional services to address a wide variety of concerns (e.g., speech, 
developmental, behavior, social/emotional). Written parental consent is required 
before the screening process can begin. If you have concerns regarding your 
child’s development, please contact the program/license director for more 
information.     
 
Parent Library: ECC is pleased to offer a Parent Library for your use. The books deal 
with subjects such as parenting, death, birth of a sibling, divorce, and emotions.  
We hope you and your child will be blessed by the opportunity to read and learn 
from these books. Further information can be obtained in the ECC office. 
 
Community Resources: You can dial 2-1-1 for information on: 

• Food banks, shelters and rent/utility assistance 
• Health insurance programs, crisis intervention services, support groups, 

counseling, drug and alcohol rehabilitation 
• Employment services 
• Support services for children and the elderly 
• Volunteer opportunities and donations 
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For complete information, visit www.arkansas211.org. 
 
FUMC Food Pantry:  FUMC offers a food pantry and other assistance to individuals 
and families in need. Please, contact the church office for current Food Pantry 
hours (329-3801). 
 
Parent Volunteers 
 
 We know that parents and families are the most important part of a preschool 
child’s growth and learning. We value your input and participation on a variety of 
levels. From daily parent-teacher communication to the planning of classroom 
parties or center-wide events, family involvement is an essential part of any good 
preschool program.  
 
Talk to your child’s teacher or a director to find out more about how you can 
become involved. Here are a few ideas: 

*Help plan a classroom party   * Be a Safety Monitor 
*Do a small sewing project   * Read to a classroom 
*Help coordinate teacher appreciation week 
*Visit a class to talk about your career or hobby 

  
Discipline Policy 
 
 The ECC program is committed to an approach of directing children toward 
positive, acceptable behavior in a well-planned, interesting learning environment. 
 

• Acceptable or desired behavior will be reinforced with praise. 
 

• Inappropriate behavior will be ignored when possible.  The child will begin to 
eliminate those behaviors which do not bring attention from an adult. 

 
• Discipline shall be individualized, consistent and appropriate to the child’s 

level of understanding. 
 

• If a child shows destructive or harmful behavior, a call or conference may be 
held with the child’s parents, teacher, and Program/License Director. 

 
• Corporal punishment will not be administered in the ECC program. 

 
• If “time out” is deemed appropriate, it shall not exceed one minute per year 

of the child’s age.  Time out will not be used with children under two years of 
age. 
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Dismissal Policy 
 
 The ECC program will make every effort to support children in their 
social/emotional development and encourage appropriate behaviors. Growing is 
difficult, and all children have setbacks, bad days, and sometimes traumatic life 
experiences which affect their behavior.  Staff is provided with training and 
guidance in positive supervision as outlined in the program discipline policy. 
 
Occasionally, when an individual child’s behavior proves to be consistently 
disruptive, and/or demands so much individual attention that supervision of the 
entire group is compromised, the following actions may be taken:   
 

• Staff will document the child’s behavior and the staff’s actions to modify the 
behavior. 

• Parents will be provided with a written notification requesting a conference 
with the parent, staff, and any necessary support personnel to address the 
problem. 

• Staff will implement a written plan mutually agreed upon with the parents to 
modify the child’s behavior. This plan shall include a timeline for review. If the 
child has a current IEP or IFSP, any behavior plan will be in compliance with 
this. 

 
A second conference will be arranged according to the written plan to provide 
feedback for further planning if necessary. 
 
If all attempts, as outlined above, result in little or no change in the child’s behavior, 
ECC reserves the right to terminate the child’s enrollment. 
 
If the child’s behavior causes purposeful harm to others, ECC reserves the right to 
immediately terminate the child’s enrollment. 
 
ECC reserves the right to dismiss a child for reasons of non-cooperation, 
delinquency of fee payment, or inability of the child or the parent to adjust to the 
program as determined by the Weekday Child Care Committee and/or the 
Program/License Director. 
 
Parents may grieve any action taken by ECC, in writing, to the Weekday Childcare 
Committee to be addressed at the next scheduled Committee meeting. 
 
Grievance Procedures  
 
 The following grievance procedures are to be used by parents who have a 
concern about ECC. 
 
1. Discuss the concern(s) in detail with your child’s teacher as soon as possible. 
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2. If the concern has not been addressed or taken care of to the satisfaction of 
the concerned party within one week, the concerned party should contact 
the Program/License Director. 

 
3. If the concern has not been addressed or taken care of to the satisfaction of 

the concerned party within one more week, the concerned party should 
contact the FUMC Weekday Child Care Committee, and request that the 
concern be presented to the Committee.  A special committee meeting can 
be called to consider the concern(s) or it may be presented at the next 
scheduled Committee meeting.  The decision of the Committee will be 
binding, with no further appeal. 
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Appendix A 
ECC Lunches 

 
 As a state accredited program licensed by the Arkansas Department of Human Services, we must 
ensure that all snacks and meals served in this center meet USDA Meal Pattern Guidelines. 
 
 We are asking that your child’s packed lunch meet the USDA guidelines for number and type of 
components to be included in their lunch.  This includes: 
      

Liquid Milk   
1 meat/meat alternate 
1 bread/grain 
2 different fruits or vegetables 
 
(Please see next page for portion sizes.) 

 
  Suggestions for lunch items can be found in the ECC office or by talking to your child’s teacher.  We 
understand that not all children enjoy milk.  As with all of the components, your child does not have to 
consume the milk; however the milk has to be present and open.   
 
 If we must supplement your child’s lunch in order to fulfill the requirements set by the USDA, you will 
be charged a supplement fee in order to reimburse us for the cost of the supplement (see pg. 7 for more 
information on supplementation fees).  
  
 We appreciate your consideration of these guidelines and your assistance in helping to make your 
child’s environment a beneficial place to learn.  If you have any questions or concerns, please consult with 
the directors in the ECC Office.   

 



30 

Serving Sizes— 
 
Milk 
       1-2 years      3-5 years 
Liquid         ½ cup       ¾ cup 
             
Meat/Meat Alternate (one item) 
        
 Deli Meat                 1 oz      1 ½ oz 
 Bite size meat pieces       1 oz      1 ½ oz 
 Beans             ¼  cup    3/8 cup 
 Hard Boiled Eggs         ½ egg      ¾ egg 
 Cheese Cubes/slice       1 oz     1 ½ oz 
 Yogurt        4 oz or ½ cup    6 oz or ¾ cup  
  
 
Vegetables/Fruit (2 different items) 
 
 Any kind-either canned or fresh    ¼ cup*  ½ cup*    
 

*Your two items together shall total this amount 
 
Grains/Breads (one item) 
 
 Bread (enriched or whole grain)    ½ slice  ½ slice     
 Cereal (enriched or whole grain)    ¼ cup  1/3 cup 
   (less than 10 grams sugar per serving as stated on box) 
 Pasta (enriched or whole grain)        ¼ cup  ¼ cup 
 Crackers (enriched or whole grain)    ½ serving as stated on box 
 Cornbread, muffins, rolls, etc     ½ serving as stated on box 
  (enriched or whole grains) 
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Appendix B 
Does Your Child Need Health Insurance?  

 
ARKids First provides health insurance to more than 70,000 Arkansas children who otherwise might 
have gone without. ARKids First offers two coverage options. ARKids A offers low-income children a 
comprehensive package of benefits. ARKids B provides coverage for families with slightly higher 
incomes.  
 
Eligibility for ARKids First is based on your family income and other factors. Only the income of the 
parents and the children you want covered is counted. Children must be under age 19 and living in 
your home. Children must be U.S. citizens or qualified legal aliens. If your children are not U.S. citizens, 
you must provide documentation of the child’s alien status.  
 
More information and an ARKids First application will be provided in your registration packet. 
Additional forms can be obtained in the ECC Office or in the Parent Resource area.  

 
 

Appendix C 

Does your child have a medical home?  
 
What is a medical home?  
A medical home is having a “home base” for your child’s health care needs. The place where 
you usually take your child for health care can be your child’s medical home. But a medical 
home is more than just a place; it is how your child is cared for.  
 
In a medical home:  

• You have a doctor* who helps you keep your child healthy. When your child gets  
sick, the doctor and staff may bring in other team members who can best help your 
child.  

• Care is focused on the whole child, not just one part or problem.  
• Your family is at the center of care.  
• The doctor and staff include your family in making decisions about your child’s health 

care.  
 
*By “doctor” we mean the main health care provider who takes care of your child. This could 
be a doctor (pediatrician or family physician) or a nurse with advanced training  
 
What are the benefits of a medical home? A medical home:  

• Opens up sharing of information between your doctor and family. This improves how 
problems are solved and leads to better health and development for your child.  

• Builds mutual respect between your family and care givers.  
• Catches problems early on to reduce visits to the emergency room and hospital. This 

lowers family stress, health care costs, and the number of days of missed school or work.  
 
How do I know if my child has a medical home?  
Medical homes are a new way of thinking about health care. Medical homes do not happen 
right away — they take time to develop. They don’t all look exactly the same either. What you 
see in one clinic may differ from another clinic. Your child’s doctor may not have all the pieces 
yet.  
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You can help create a medical home for your child. Use the checklist below to see what you 
have now. Then you and your family, along with your child’s doctor and other members of the 
care team can begin to build a strong medical home for your child.  
 

MEDICAL HOME CHECKLIST 
 

o You are valued and treated as the expert on your child.  
 

o You are treated as a central member of your child’s health care team.  
 

o You and your child’s doctor share respect and trust.  
 

o Your culture and religious beliefs are valued. Your preferences for treatment 
and care are met when possible.  

 
o Your doctor partners with you and your child, office staff and others to learn 

about and meet your child’s medical and other needs.  
 

o Your child receives his or her shots, well child visits, and urgent care.  
 

o You get help finding specialty care or community services when needed.  
 

o Your child’s doctor provides helpful information to other people on the care 
team and helps manage your child’s care.  

 
o If your child gets sick or has a special health care need, you feel supported.  

 
o You are given information to help you learn about your child’s ongoing health 

concerns, including parent to parent support.  
 

o Your doctor makes sure you understand the treatment choices. 
 


