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Welcome to the Dr. Miller and Genevieve Toombs 
Shawnee State University  
Children’s Learning Center 

 
 
 
Welcome to the Children’s Learning Center.  I am so glad that we are able to provide the 
highest quality education available for your young children.  The Children’s Learning Center has 
been my home since 2000.  After graduating from the Ohio State University, I was able to 
return to my home town of Portsmouth, Ohio and begin serving families as a preschool teacher 
at the CLC that was opened 6 months earlier.  I have been here ever since.  I have the best job 
in the world caring for, nurturing and teaching young children.  I also have an opportunity to 
work with young vibrant college students who can’t wait to fulfill their life-long dream of 
becoming a teacher and I get to help them in that journey. 
 
 
My promise to you is that I will do everything in my power to make sure your children are well 
taken care of each day.  I promise that we will feed their bodies and minds so that they become 
eager life-long learners.  I promise that I will challenge our faculty to stay on the cutting edge of 
research so that they may continue to grow in their skills and knowledge.  I am committed to 
providing a vibrant future for our school and for each child that walks through our doors. 
 
 
As we work together and partner in your child’s education, never hesitate to ask for help along 
the way.  I am here to help in any capacity that I am able.  It is my pleasure to serve as the 
Director of the Children’s Learning Center. 
 
 
Best regards, 
 
 
 

Amanda Hedrick, M.A. 
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The Dr. Miller and Genevieve Toombs 
Children’s Learning Center at 

Shawnee State University 
 

Licensed by the Ohio Department of Jobs and Family Services 
 

The Children’s Learning Center accepts children regardless of race, color, religion, sex, national origin or disability 
in violation of ADA Act of 1990, 104 Stat.32, and 42 U.S.C.  12101 et seq. 

 

All parents and employees are required to sign a statement, which is kept in their folder verifying that they have 
received and reviewed the parent handbook.  We also conduct a preadmission meeting before each family is 

enrolled. 
 

License certificate and inspection reports are posted on the bulletin board in the main office. 
 

The Children’s Learning Center Tax ID is 31-0864917 

 
Staff Directory: 
 
Director: Amanda Hedrick 
  740 351 3188 
  ahedrick@shawnee.edu 
 
Secretary: Carol Sexton 
  740 351 3252 (main number) 
  csexton@shawnee.edu 
 
Head Teacher/Preschool Teacher: 
  Jeanna Heresh 
  740 351 3545 
  jheresh@shawnee.edu 
 
Preschool Teacher: 
  Kenny Livingston 
  740 351 3192 
  klivingston2@shawnee.edu 
 
Toddler Teacher: 
  Tashana Brown 
  740 351 3193 
  tbrown@shawnee.edu  
 
Infant Teacher: 
  Taryn McCauley 
  740 351 3189 
  tmccauley@shawnee.edu 

mailto:ahedrick@shawnee.edu
mailto:csexton@shawnee.edu
mailto:jheresh@shawnee.edu
mailto:klivingston2@shawnee.edu
mailto:tbrown@shawnee.edu
mailto:tmccauley@shawnee.edu
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Hours of Operation:  
7:30 a.m. to 5:30 p.m. 
Monday – Friday  
 
Before School care: 7:30 a.m. to 8:30 a.m. 
Infant/Toddler/Preschool Hours: 8:30 a.m.-3:30 p.m. 
After School care: 3:30 p.m.-5:30 p.m. 
 
Program Overview  
Located on the corner of 3rd and Union Streets at the eastern edge of the Shawnee State 
University campus, The Dr. Miller & Genevieve Toombs Children’s Learning Center (CLC) is a 
university/community Infant/Toddler/Preschool operated in conjunction with the Department 
of Teacher Education at Shawnee State University. In addition to providing 
Infant/Toddler/Preschool and extended day childcare services, the CLC functions as a 
laboratory school for the University's early childhood licensure programs. Additionally, SSU 
students in education, allied health, and social science programs observe and interact with 
children as part of their required coursework. Clinical work may consist of field experiences, 
practicums, or internships.  
 
Staff of the CLC serve as adjunct faculty for the Department of Teacher Education. Each 
Infant/Toddler/Preschool teacher holds a minimum of a bachelor's degree with expertise in the 
field of early childhood education. Teacher assistants are enrolled as full-time students in one 
of Shawnee State University's licensure programs, preferably Early Childhood Education.  Staff-
to-child ratios are generally less than the licensing standard.  
 
Philosophy  
Shawnee State University Children’s Learning Center partners with children and families 
following principles and policies that reflect a developmental and humanistic view of children 
and childhood. That is, all children are respected as individuals without regard to race, color, 
creed, gender, religion, national origin, or disability. Children’s individual rates of growth, their 
dispositions, their needs, and their interests are honored. We actively support communication 
and continuity between the child’s family and the CLC, and we seek to establish an environment 
that nurtures cognitive, emotional, social, and physical growth.  
 
Shawnee State University Strategic Plan  
The Children’s Learning Center supports and practices the thematic goals of the larger 
university community.  
 
Theme: Teaching and Learning  
Goal: To be widely recognized as an exemplary public university committed to student success 
and excellence in teaching and learning.  
 
Theme: Growth and Development  
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Goal: To assure the full development of the University through planned enrollment growth and 
wise investment in educational initiatives.  
 
Theme: Community  
Goal: To increase opportunities for students, the campus community, and area residents by 
pursuing joint initiatives with the larger community and by cultivating a shared sense of 
purpose within the University.  
 
The CLC Mission…University, Children, Parents, and Families  
The mission of the CLC is to provide a collaborative, playful environment that is innovative, 
developmentally appropriate, and engages students, families, and future professionals so that 
all children can develop into their full potential. 
 
University/Community Benefits  
The Center benefits the university community in a number of ways:  
 
Academic Support: The CLC is an important resource for many SSU students but especially for 
those enrolled in the four-year early childhood program through the Department of Teacher 
Education. Pre-service teachers observe and interact with the children as part of their required 
coursework. The same is true for allied health and social science programs.  
 
Community Resource: As a community resource, the CLC may be the only connection for many 
who otherwise would have no contact with Shawnee State University. In addition to SSU 
students, it is common to encounter students from neighboring universities, joint vocational 
schools, and other agencies committed to young children. Multiple agencies partner with, and 
benefit from, the services and research-based practices of the CLC.  
 
Mission: Partnering with Families to Make a Difference  
As an early childhood provider, the CLC mission is a working family partnership. Recognizing 
parents/caregivers as the most important teachers in their child’s lives is central to helping 
children reach their optimal potential. In this partnership, family members are not only 
welcome to observe their children anytime; they are encouraged to be active volunteers at the 
CLC. Newsletters describe special activities, projects, and field trips; families receive notes 
home offering a running record of their child’s activities; and through access to the Web cam, 
children can be a part of their family’s life from virtually anywhere.  Mothers who are nursing 
their child can come in to feed their baby at their convenience. 
 
Vision: Touching the Future  
As a model site for university students majoring in early childhood education and Allied Health, 
the CLC bases its practices on sound research and innovative program implementation 
according to CAEP and the National Association for the Education of Young Children 
accreditation standards.  
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The vision of impacting, especially, pre-service and practicing early childhood professionals is 
not confined to Shawnee State University. It is broad-based and encompasses future 
generations of teachers and children as we anticipate the far-reaching effects of the program.  
 
Impact Summary  
Shawnee State University:  

 Professional development site for Department of Teacher Education  
 On-the-job training opportunities for 16-20 students per semester  
 Observational/field site for Education, Social Science, Allied Health majors  
 On-site classes for Department of Teacher Education  
 Year-round field placements and/or student teaching 
 Annual tuition assistance funded  
 Demonstration site for “best practices”/action research  
 CAEP (Council for the Accreditation of Educator Preparation)  
 Independent Study site  
 Recruitment/retention of students  
 Recruitment of Faculty  
 Participant in Celebration of Scholarship 

 
Community Impact: 

 Quality early care and education  
 Teaching force diversification  
 Workplace development  
 NAEYC Children’s Fair  
 Community resource  

 
Collaborative Impact:  

 SOMC  
 VRCFA 
 Participation site for area Universities, Career Development Centers, Early Childhood 

Programs  
 Professional development for licensed providers  

 
Parent Impact:  

 Degreed teachers & degree-track teaching assistants  
 Low teacher/child ratios  
 Tuition discounts for students, staff, SSU alumni  
 Childcare assistance for multiple counties: Ohio Department of Job & Family Services  
 Parent workshops  
 CLC Advisory Council  
 Web-cam access  
 Ohio’s Early Learning and Development Standards  
 Progress Reports  
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State/National Impact: 

 Licensed by Ohio Department of Job & Family Services  
 Presented Ohio Association for the Education of Young Child Conference  
 National Association for the Education of Young Child Conference Participation  
 Presented Fabulous Friday Early Childhood Conference 

 
Child Impact:  

 Wraparound child care  
 Nurturing and educational  
 Diverse and integrated  
 Literacy, science, math enriched  
 Fun, fun, fun in a nurturing environment 

 
Your Impact:  

 Shawnee State University Office of Development  
 
Tax-deductible donations to benefit the CLC can be made through the Shawnee State University 
Development Foundation. Consider leaving a legacy through the Commemorative Tile Program 
or The Miss Hetty Professional Development Fund.  Forms can be obtained from the CLC 
secretary and info is available on the website.  
 
Goals  
CLC goals are based on the belief that positive relationships with peers and responsive adults 
are vital to social growth and development. Through a safe, nurturing and protective 
environment devoted to independent exploration and discovery, the CLC provides:  
 

 An inquiry-based environment that facilitates the intellectual, physical, aesthetic, and 
social/emotional development of children;  
 

 A developmentally appropriate curriculum that emerges from each child's interests and 
needs and encourages creativity, curiosity, and imagination;  

 
 A quality early childhood program that exemplifies research-based "best practices" for 

children and families;  
 

  A site for educational and professional development of pre-service and practicing 
teachers through observational projects and classroom experiences.  

 
Ethics  
SSU Children’s Learning Center is committed to offering high quality early childhood education 
predicated on the NAEYC Code of Ethical Conduct and Statement of Commitment. This 
organization recognizes that any daily decisions required of those who work with young 
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children are of a moral and ethical nature, thus the guidelines identify responsible behavior and 
provide a common basis for resolving dilemmas encountered in early childhood program. 
Because of our philosophy and beliefs, the center is committed to:  
 

 Appreciating childhood as a unique and valuable stage of the human life cycle;  

 Basing our work with children on knowledge of child development;  

 Appreciating and supporting the close ties between the child and family;  
 Recognizing that children are best understood in the context of family, culture, and 

society;  

 Respecting the dignity, worth, and uniqueness of each individual (child, family member, 
and colleague);  

 Helping children and adults achieve their full potential in the context of relationships 
that are based on trust, respect, and positive regard.  

 
A statement from the National Association for the Education of Young Children, updated 2011, 
summarizes the intent and outcome of employee conduct: Above all, we shall not harm 
children. We shall not participate in practices that are emotionally damaging, physically 
harmful, disrespectful, degrading, dangerous, exploitative, or intimidating to children. 
 
Staff Employment/Conflict of Interest  
Children’s Learning Center employees may work outside the Center as long as this employment 
does not conflict or interfere with their work at the CLC. Questions regarding conflict of interest 
can be directed to the CLC director.  
 
Potty Training  
Children are required to be potty-trained upon admission to the Preschool classroom. A 
maximum two-week adjustment time will be allowed, recognizing that children may experience 
some setbacks and/or regression during this transitional experience. If, after two weeks, it is 
clear that the child is not potty-trained, they may be asked to placed in the Toddler room until 
that occurs if space is available. Otherwise, the child will be dismissed until potty training is 
achieved. Toddlers are not required to be potty trained upon admission.  
 
Licensing  
The CLC operates in compliance with building, fire, and health regulation codes for the state of 
Ohio Department of Jobs and Family Services (ODHS 1286 (REV. 6/95). The license is posted in 
the CLC reception area, as are the licensing rules, regulations and inspection reports for those 
who wish to review them.  
 
Center Capacity  
The center has four classrooms: one infant/young toddler, one toddler, and two preschool 
classrooms. It should be noted that the teacher/child ratio at the CLC is considerably lower than 
the State of Ohio requires because the CLC believes and provides optimal quality care to meet 
and/or exceed the accreditation recommendations of the National Association for the 
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Education of Young Children (NAEYC).  The CLC will not exceed the following state required 
ratios: 
 
 Maximum     Ratios/Group Size 
 Infants (six weeks and under 12 months) 1:5 or 2:12 
 Infants (12 months and under 18 months) 1:6 or 2:12 
 Toddlers (16 months and under 2.5 years) 1:7 or 2:14 
 Toddlers (2.5 years and under 3 years) 1: 8 or 2:16 
 Preschool (3-5 years)    1:12 or 2:24 
 Preschool (4-5 years)    1:14 or 2:28 
 
Because we desire to provide a higher level of quality care we will strive to maintain a 1:5 ratio 
in the infant/toddler room, a 1:6 ratio in the toddler room,  and a 1:10 ratio in preschool 
classrooms.  Ratios for toddlers and preschoolers may be doubled for 1.5 hours at naptime as 
long as all children are resting quietly on their cots and staff is in the building to meet the 
regular required staff/child ratio if there is an emergency.  Maximum group size requirements 
do not apply during naptime, meal time, snack time, outdoor play, field trips or special 
occasions. 
 
Reporting Violations  
The toll-free complaint number for the Ohio Department of Job and Family Services is 1-877-
302-2347, option 4 or email childcarepolicy@jfs.ohio.gov   
 
Food Service License  
The food service program, operated by SSU's food service provider, Sodexo Marriott, operates 
in accordance with federal and state food service regulations defined by the Ohio Department 
of Health, the Ohio Department of Education, and the USDA funded Child and Adult Care Food 
Program.  Lunch and an afternoon snack are included in the daily tuition rate and meet one-
third of the R.D.A. (Required Daily Allowance) of nutrition. If your child arrives before 8:30 a.m. 
they will be offered breakfast. 
 
Child and Adult Care Food Program (CACFP)  
The Children’s Learning Center at Shawnee State University is under the sponsorship of the 
USDA-funded Child and Adult Care Food Program. Meals are served to all enrolled participants 
of these centers. In accordance with Federal law and U.S. Department of Agriculture policy, this 
institution is prohibited from discriminating on the basis of race, color, national origin, sex, age, 
or disability. To file a complaint of discrimination, write:  

USDA 
Director, Office of Civil Rights 

Room 326-W, Whitten Building 
1400 Independence Avenue, SW, 

Washington, D.C. 20250-9410 

mailto:childcarepolicy@jfs.ohio.gov
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or call (202) 720-5964 (voice and TDD). USDA is an equal opportunity provider and employer as 
is this program/institution. All enrollees are required to complete a CACFP application annually. 
Once a family is properly approved for a free or reduced lunch, the household will remain 
eligible for a period not to exceed 12 months.  
 
Non-Discrimination  
All children are eligible for enrollment, regardless of race, religion, gender, disability or national 
origin. All children will be provided a full range of learning opportunities and enrichment 
activities unless otherwise directed by the express permission of the parent or guardian in 
accordance with religious practices and/or personal beliefs.  
 
Confidentiality Defined  
Each family that is enrolled at the CLC has a right to expect confidentiality from the staff. The 
goal of all discussions or information seeking must be to serve the student and/or their family. 
Information shared by family members is held in the strictest confidence. Confidentiality 
implies trust and respect. Practically speaking, confidentiality means that thoughts, views, 
opinions, and anecdotes that are shared by family members informally or formally at team 
meetings, conferences, etc. stay within the group. A breech in confidentiality occurs when:  

 Personal information/records are passed without family consent  

 Staff speak in front of children about other children  

 Information draws undue attention to the child’s weaknesses/disabilities rather than 
the child’s strengths/abilities  

 Staff speak with other children’s parents about issues  

 Information has the potential to negatively impact the students’ welfare or services  
 
Communication  
Every building a person enters communicates a message about its occupants. We want the 
concern and interest in the children we are caring for and educating to be immediately evident. 
When people enter our building, we would like you to be aware of our respect for children’s 
work and our belief that beauty and orderliness are important aspects of children’s learning 
experiences. In addition to the children and the children’s work, our words, our countenance, 
our receptivity, our actions, our work areas will be a visible demonstration of our philosophy 
and program goals. 
 
Procedures for Discussing Parental Concerns: 
Parents are encouraged to discuss concerns about their child or concerns about their child’s 
classroom with their child’s teacher.  Parents are to address concerns with their child’s 
classroom teacher by asking for a parent conference.  Staff will work with the parent’s schedule 
to set up a time that works for all concerned.  If the parent wishes to discuss a concern with the 
Director, they may either stop by the office or make an appointment to address the concern.  
Parents can also email the Director, Amanda Hedrick at ahedrick@shawnee.edu. 
 
 

mailto:ahedrick@shawnee.edu


10 
 
 

Parent Handbook, 2016-17 
 

Web Site  
The CLC has a website. Bookmark http://clc.shawnee.edu as a “favorite,” and visit it often for 
calendar updates, newsletters, menus, etc. All forms, handbooks, etc. are available 
electronically. You can also access our site from the SSU web-site by clicking “Children’s 
Learning Center” under Teacher Education (Academics-Degrees Offered-Teacher Education-
Children’s Learning Center). 
 
Web-Cam  
Through the use of the web-cam, parents can access and observe their children on a daily basis 
from any location that has internet access. Access is granted to the child’s primary classroom 
and is operational during the Infant/Toddler/Preschool instructional hours from 9:00-3:00.  
 
Web-Cam Use  
In addition to the required Video/Audio/Photo/Press Release, families desiring to use the 
complimentary web-cam service to access their child’s classroom are required to annually 
complete a Password Authorization Form for approval. Family usage is family-governed with 
authorization granted to the custodial parent only. Center policies regarding shared custody 
apply to web-cam access.  
 
Webcam Passwords  
Password access is limited and discriminates due to confidentiality. As a result, passwords are 
limited to three per child and forms are completed and approved annually. Passwords are 
changed regularly to guard privacy and are deactivated upon withdrawal. A violation of 
webcam policies is grounds for suspension of privileges.  
Initial Password: _________________  
(Please note that the web-cam is grant-funded and its services are dependent on continued funding.  Current 
funding continues through 2017). 
 

Authorization for Video/Audio/Photo Recording Waiver of Privacy Rights  
Shawnee State University Children’s Learning Center is a laboratory school that exists for the 
purposes of educating Infant/Toddler/Preschool children and the next generation of teachers 
who will educate them. The result is an environment that utilizes video, audio, photo and web-
based communication to fulfill assignments for university coursework and for 
center/university/community publications such as handbooks, brochures, newsletters, press 
releases, photo displays, etc.  
 
University students enrolled in coursework may be required to periodically videotape and/or 
photograph children as part of their course requirements and on occasion, families are called 
upon to support case studies and research assignments. Additionally, the web-cam provides a 
holistic picture of instruction for parents as well as university students through approved, time-
limited blackboard access. Observational access exists for the purposes of communication, 
instruction, evaluation, and skill development in increasing an understanding of 
developmentally appropriate early childhood practices. Therefore a video, audio, photo 
recording of child in attendance is a requirement for enrollment.  
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Web-Cam Management  
The Web-cam is in actuality live streaming video managed by Shawnee State University UIS 
(University Information Systems), through the Shawnee State University web site and the staff 
of the Children’s Learning Center.  
 
Webcam Access  
Password and camera access is controlled by the CLC and access is child-centered not program-
centered. In other words, access is granted for the child’s classroom and/or playground not the 
entire center. Access is time-limited and granted only for those periods of time in which the 
child is enrolled.  
 
Authorized Users  
The multi-step process allows authorized users to select up to three unique user names and 
passwords whose authenticity must be verified by the CLC staff. In effect, our camera service 
extends our “open door” policy thus custodial/shared parenting policies apply. All access (both 
successful and unsuccessful attempts) are logged and monitored by the vendor, KidsVision, 
with regular communication to the CLC.  
 
Tips for Webcam Password Selection  
Don’t choose a password associated with you in any way.  
Don’t choose common words or common spellings.  
Consider using an acronym or a mixture of letters, numbers, and characters i.e., JaFe90 or 
taking a common phrase like “A stitch in time saves nine” and using ASITS9.  
 
Storage  
Neither the SSU nor the CLC captures or stores any video taken with the Webcam. The CLC has 
no control over access to the system and/or the storage of video/audio images of the children.  
 
 
Webcam Live Notice Posting  
The Webcam system will be active during the primary center operational hours of 9:00-3:00 
with extended hours at the discretion of the program staff and posted notices identifying its 
use.  
 
Webcam Governance  
Audio/video recording for any other purpose than the educational/communicative structure set 
forth by Shawnee State University and the Children’s Learning Center may constitute a crime 
under Ohio Revised Code 2933.52 section ad 18USC2511.  
 
Webcam Security  
To protect against unauthorized access, the webcam system utilizes 128-bit encryption to 
protect user names and passwords.  
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Daily Information and Scheduled Conferences  
Mutual respect between teachers and parents is highly valued and promoted through open and 
on-going communication.  Sharing information occurs during the daily arrival and departure 
times and through the use of daily notes home which are provided for all children.  Parents 
interface with staff on a daily basis during pick-up and drop-off times. In addition, scheduled 
parent-teacher conferences are held twice a year. Conferences give parents and teachers 
opportunities to exchange information about the child’s progress in all domains. You may call 
the front desk and request a teacher to contact you.  If so, the teacher will return your call but 
may not be able to contact you until after 3:30 p.m. unless it is an emergency.  Please pay 
attention to information sent home from the office either through an email or note home in 
your sign-in/sign-out sheet.   
 
Parent “Show & Share”  
If you have a special interest, hobby, or talent to share with the class, i.e. playing a musical 
instrument, speaking a foreign language, cooking a special dish, etc., please inform the child’s 
teacher and/or the center director. The children also have parents come to class to read books 
with/to them and/or have lunch. Lunch can be ordered for $2.50. Please contact the 
teacher/secretary regarding your scheduled visit.  
 
Parent Involvement  
Because of the belief in a strong parent partnership, custodial parents/guardians are always 
welcome at the CLC. Whether that is being a part of the classroom, observing from one of the 
observation rooms, or volunteering for special projects and/or field trips, there is a place for 
you at the Children’s Learning Center.  
 
Center Orientation 
During the application process, the Director will schedule tours and individual or small group 
meetings with all new families to discuss the Centers’ philosophy and policies.  Families will be 
introduced to staff that are available, as well as tour the entire Center.  Children new to the 
center or to a classroom will meet one-on-one or in small groups with a classroom teacher at a 
Family Orientation held the week before the new school year begins.  A Family Open House is 
also held the week before the new school year begins. 
 
Parent Education 
Ongoing parent education is available and other meetings as deemed appropriate. 

 
Parent Conferences 
The classroom teachers will meet with parents in small groups before the new school year 
begins to discuss their classroom teaching philosophy, curriculum goals, policies, volunteer 
opportunities, etc.  Two conferences per child per year will be conducted.  However, additional 
conferences may be requested and scheduled as questions or concerns arise. 
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Parent Visits 
Parents are invited to visit the Center at any time during the day.  Parents should feel free to 
observe from one of our observation rooms, interact with their child, etc.  It is also encouraged 
for parents to visit their child’s classroom to share skills or talents with the children, i.e. 
woodworking, cooking, etc.  Such involvement can be arranged by talking with the classroom 
teacher.  When planning to visit or observe the classroom, advance notification is a courtesy to 
teachers so they can accommodate parent requests.  While parents have unlimited access to 
the CLC, please notify the director or secretary upon entering the premises if arrival is at a time 
other than drop-off or pick-up. 

 
Parent Rosters 
Names and telephone numbers of parents who wish to be included on a parent roster are 
available upon request to the office.  The roster will only be shared with parents or guardians of 
children at the Center and individuals associated with the center who request it for center 
related business if the parent has given written permission to do so.  In accordance with state 
guidelines, the names of children do NOT appear on the roster.  The roster is intended to 
increase the networking opportunities between/among parents. 

 
Parent Evaluation of the Center 
Parents are encouraged to provide ongoing feedback regarding the Centers’ program to 
classroom teacher or the Center Director.  Parents are also given the opportunity to complete a 
program evaluation form each year. 
 
Volunteer Qualifications  
A volunteer present during child care hours is an unpaid person who is never used in the 
staff/child ratios, never has care, custody or control and helps meet children’s need.  If 
volunteering three or fewer times per calendar year, ODJFS paperwork requirements do not 
apply.  However, if volunteering four or more times per calendar year, volunteers are required 
to submit: a statement of non-conviction, a medical form signed by a physician or CNP, 3 
references, a BCII/FBI chick and a signed Employee Policy Statement.  A parent volunteer 
volunteering four or more times per month is required to have on file a non-conviction 
statement, and both a BCII and FBI check. 
 
Volunteer Duties  
Volunteers must sign a confidentiality statement and should sign in and out on a volunteer log 
at the front desk. In the classroom volunteers may:  
 

 Help with activities, read stories to the children, decorate the room, play with the 
children on the playground, etc. under the direction and supervision of classroom staff.  

 Attend field trips with the children  

 Eat lunch or snack with the children, setting an example by trying everything on their 
plate and sharing positive responses about all of the foods served and supporting good 
manners like “please” and “thank you”  



14 
 
 

Parent Handbook, 2016-17 
 

 Assist with routine clerical tasks and library needs 

 Assist in the office making copies, using the computer, or answering the telephone  
 
Volunteer Guidelines  
Volunteers must:  

 Respect the confidentiality of the children, the families, and the program, agreeing to 
abide by the policies on the confidentiality statement;  

 Never discipline a child, but bring concerns to classroom staff;  
 Never be alone with a child;  

 Eat/drink only the food being served to the children when it is served to the children;  

 Comply with the same dress code and hygiene rules as the staff;  

 Treat all children equally;  

 Eliminate the words “no” and “don’t”, if possible, when communicating with the 
children;  

 Walk over and talk to the children using proximity, and bend down and speak with them 
at eye level;  

 Voice any disagreements/concerns away from the children…never in their presence;  

 When in doubt about anything, consult a staff member.  
 
Resolution Procedures  
Families are encouraged to voice comments, concerns, or questions regarding the program. The 
sooner we are aware of a potential problem, the quicker we can act on it. If the family/child 
experiences a major change i.e. a new baby, divorce, death of a relative/pet, please let center 
staff know as these changes affect your child at home and at school. Should a problem arise 
related to the child’s program, the following are suggested procedures for a resolution:  

 Attempt to resolve the issue directly with the classroom teacher.  
 If satisfaction is not reached, bring it to the attention of the CLC director.  
 Every attempt will be made to solve the problem in a positive way for the benefit of 

children, families, and staff.  
 

Program Governance/Oversight  
CLC staff members are SSU employees and students and as such adhere to the following rules, 
regulations, and guidelines:  

 SSU Board of Trustees Policies  

 Ohio Department of Job & Family Services Licensing Mandates  

 Ohio Department of Education Standards  

 SSU Teacher Education Standards  

 National Accreditation of Teacher Education Standards (NCATE)  

 National Association for the Education of Young Children Standards (NAEYC)  

 SSU/CLC Handbooks/Policies  

 CLC Advisory Council Recommendations  
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CLC Advisory Council Mission  
This organization’s mission is to formally integrate into the CLC by advocating for parents, 
enhancing communication, and influencing policy. The committee meets each semester and 
promotes an inclusive, respectful community that engages families, supports staff, and 
enhances the total development of children.  
 
CLC Advisory Council Membership  
The council is made up of center staff, representatives from the SSU Department of Teacher 
Education, parent representatives from all four classrooms, and community members. 
Representatives are not elected but instead serve in a voluntary capacity for the purposes of 
offering support and making recommendations to ensure that the CLC maintains its status as a 
leader in quality early childhood education.  
 
General Emergency Procedures  
General Emergency Procedures fall under the responsibility of Campus Security. Procedures are 
posted on every bulletin board and include telephone numbers for campus security, emergency 
squads, the police department, the local hospital, the fire department, children’s services, 
poison control and SSU facilities.  
In case of a general emergency, the director/designee will contact campus security directly at 
3232. They will in turn notify law enforcement and/or the university emergency management 
team who will advise on next steps. All staff and children will move to the CLC Multi-Purpose 
room (aka “Safe Room”), if possible, until the threat of immediate danger has passed unless it is 
safer to go into the classroom closet that can be locked from the inside.  If safe security 
requires exiting the facility, staff will take the first aid kit, emergency medicals, class rosters, 
and a cell phone and proceed to the University CIPA building located directly behind the CLC. 
When the threat of violence is passed and clearance is given by the program staff, a detailed 
report including the time, date, description of events, persons/things i.e. license numbers, etc. 
will be filed.  
 
Medical, Dental, and General Emergency Plans  
General Emergency Plans are posted in each classroom and include numbers for Campus 
Security, the hospital, police department, fire department, emergency squad, poison control, 
and public children’s service agencies.  
 
In addition to all applicable emergency numbers, they identify the location of the first aid kit, 
fire extinguisher, fire alarm system, electrical circuit box, children’s records, the ODH Dental  
First Aid chart, and the ODH Communicable Disease Chart per OAC Licensing Rules. 
 
Emergency Transports 
The CLC is not authorized to transport and staff should do so under no circumstances.  If an 
accident or incident occurs of such a severity that emergency services are needed, the staff will 
call 9-911 first to secure an ambulance to transport the child to the parent-designated hospital.  
The parent will be the second call. 
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Parents/Staff Requiring Emergency Care 
Procedures and medical protocol for staff, parent, and program guests requiring 
medical/emergency care mirror those set forth for children and reflect 
university/center/licensing guidelines.  
 
Fire Drills  
Building evacuation is one of the most important aspects of a program. In all emergency 
situations, the priority is to keep the children safe and calm. State fire regulations require 
monthly fire drills and periodic emergency drills during tornado season (March-September). 
Evacuation procedures for evacuating the building are posted in each room. Teachers are 
responsible for familiarizing children/program guests with the procedures. Fire pulls and fire 
extinguishers are located by each exit door in the facility.  
 
Teachers are responsible for the safe and orderly dismissal of their children during a fire drill. 
Doors and windows should be closed with arrangements made for assisting children with 
disabilities out of the building. A room sweep should be conducted to be sure there are no 
children in restrooms, cubbies, etc.  
 
Tornado Guidelines  
The frequency of tornadoes in the past several years has increased the awareness of and the 
necessity for plans to minimize the effects of a tornado, should one occur, and to provide the 
maximum protection for students and all staff. Procedures are posted in each room.  
 
Tornado Watch - an alert or forecast issued whenever conditions are favorable for the 
development of severe weather.  
Tornado Warning - a tornado has been sighted and there may be danger to life or property if 
protective measures are not taken immediately by people who are in its path. 
 
Loss of Electricity/Heat/Water 
In the event of loss of heat, electricity, or water, assess length of time for loss. If for an 
extended time, we will contact parents that the center will be closing and children should be 
picked up.  
 
Supervision  
All Children will be supervised at all times by sight and sound. That applies to every setting 
indoors and out. Once your child is signed in, you deliver him/her to the classroom/childcare 
area and address receiving staff. Children are not permitted to pass through any internal or 
external doorway or hallway unaccompanied by an adult.   
 
One group of no more than six school age children, fourth grade age or older, may engage in 
activities which pose no physical risk to their safety in a room without a child care staff member 
as long as the child care staff member: 

a) Can see or hear the children at all times 
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b) Checks on the children at least every five minutes 
 
School children may leave the center for specific activities, including walking to and from the 
center or school, walking home or to another destination.  Written permission shall specify: 

a) The child’s name 
b) The child’s destination 
c) Arrangements for transportation to and from the activities 
d) Time of arrival and departure 
e) Time period for which permission is given 
f) Parent or guardian’s signature and date 

 
Building Security  
Safety of children and staff at the Center is our number one priority. 
The CLC has a keyless entry system requiring a PIN number to enter the building and an access 
code to sign in. Emergency exit doors are locked throughout the day and are equipped with an 
alarm system.  The front door is unlocked from 7:00 a.m. – 6:00 p.m., however the inner set of 
front doors remain locked.  All classrooms have doors that remain unlocked during school 
hours.  The playground remains locked during school hours.  Faculty /staff can open the 
playground locks for emergency evacuation if deemed necessary.   
 
Campus Security  
Shawnee State University is committed to the safety and security of its students and employees 
and demonstrates this commitment through policies and programs aimed at reducing crime 
and protecting the university community. Campus Security has a 24-hour presence on campus 
and security officers are responsible for patrolling the campus, providing escort services, 
investigating and making reports of any criminal activity, and enforcing university rules. The 
first contact for on-campus medical and fire emergencies and traffic accidents is 9-911.  
 
Suspected Criminal Activity  
Suspected criminal activities or other emergencies should be reported to the Office of Campus 
Security by calling 3232 from on-campus phone or 740-351-3232 from any phone. A number of 
emergency phones, which provide a direct link to security officers, are located across campus. 
Staff will not hesitate to make a report when a concern arises. Upon receipt of a report, officers 
are sent immediately to the site of the complaint.  
 
Security Cameras  
Security cameras are located inside and outside the building and monitored around the clock by 
campus personnel.  
 
Required Photo I.D.  
Until the staff gets to know you, it is a common practice to ask you for a picture I.D. Please 
inform family not to be offended at this practice. At the CLC, the safety and security of your 
children is paramount.  
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School Delays or Cancellations 
In the event of inclement weather, please listen on the radio to 1260 AM WNXT or watch WSAZ 
TV.  Information may also be on the SSU Website.  If the University closes due to severe or 
unsafe weather conditions, the Children’s Learning Center will be closed also.  If due to 
unforeseen circumstances (i.e. power failure, loss of heat, etc.) and the Center must close while 
school is in session, parents will be called to pick up their child.  An email message will be sent 
to each classroom email list and/or office email list, along with an attempted telephone call. 
 
A staff member will stay with the children until they are picked up.  Emergency closures require 
payment as staff are contracted in advance, thus emergency closures are viewed as contracted 
days. 
 
Application Fee  
A $30.00 application fee must be submitted with each application. The registration fee is for 
administrative expenses and is not refundable under any circumstances. This fee is not a 
deposit nor may it be deducted from any tuition payments.  
 
Waiting List  
The $30.00 application fee places a child on the waiting list when the program is full. Openings 
are filled based on the following factors:  

1) If the parent is an SSU student  
2) If a sibling is enrolled in the program  
3) If the parent is an SSU staff member or alumnus  
4) Classroom balance, i.e. ethnicity, gender, age  
5) Space availability  
6) Schedule flexibility  

 
Copying Fee 
A $5.00 copying fee will be charge if additional copies have to be made for lost forms. 

 
Preadmission Interview  
Following a review of the application, families will participate in a preadmission interview and 
be introduced to the center and the accompanying paperwork that must be on file before a 
child can commence with programming. Because of licensing regulations, children may attend 
only after all necessary and required documentation is complete.  
 
File Updates  
Information on the application must be updated if changes occur. It is important that the center 
be informed of address or phone number changes.  
 
Parent Access  
Parents must have a working telephone number so they are reachable in the event of an 
emergency.  
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Required Admission Forms:  

 Infant/Toddler/Preschool application 

 Child’s Medical Statement (updated every 11 months) 

 Enrollment and Health Information/Emergency Transportation Form 

 Permission to Release Child/roster Permission 

 Video/Audio/Photo Waiver of Privacy 

 Permission Slip 

 CACFP Enrollment Packet 

 Request for Administration of medication (as needed) 

 Medical care plan (reviewed annually if applicable) 

 Family Information Forms 
Parent to provide copy of:  

 Immunization records and medical (on file before admission and updated every 11 
months)  

 Proof of Guardianship (if applicable)  

 ODJFS Eligibility Document (if applicable)  

 Work/School Schedule (if ODJFS)  

 Class Schedule if SSU student  

 Financial Aid Award Notification, if SSU student  

 Alumni Card/Documentation (if applicable)  
 
Preadmission Interview Documents:  

 Pre-admission Interview Checklist  

 Parent Review Statement  

 Tuition Contract  

 Alumni Documentation, if applicable  

 Volunteer Form  

 Kidsvision Form  
 
Child Custody 
Custody issues should be disclosed at the Preadmission Interview and court papers must be 
definitive as to who has permission to pick up the child. The Center may not deny a parent 
access to their child without proper documentation.  
 
Shared Parenting/Custodial Arrangements  
The Children’s Learning Center will not be a part of custodial transfer arrangements of parents 
of enrolled children who have entered into a shared parenting agreement. The CLC can accept 
one of two custodial arrangements:  

 One parent is assigned exclusive custodial responsibility and the CLC will transfer 
custody of the child to that parent only; or  

 Both parents have shared or joint custody and the CLC will transfer custody to either 
parent.  
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Unless the CLC is advised that one parent has exclusive custody of a child, shared or joint 
custody will be exercised and the staff will release custody of the child to either parent. Shared 
parenting agreements are between parents. If conflicts arise and corrective action is needed, it 
should be pursued through the courts without involving the CLC in the dispute. If the terms of 
this arrangement are unacceptable and/or not honored, educational services will need to be 
sought elsewhere.  
 
First Day Items  
Label the following items with permanent marker and bring them on your child's first day of 
attendance:  

 Complete change of labeled clothing including shirt, pants, underwear, socks  
 Small blanket for rest time  
 Small pillow (if child desires)  
 Soft toy to hug  
 Family photograph 
 Extra items needed for infants: formula or breast milk, jars of baby food, diapers and 

wipes 
 Extra items needed for toddlers: diapers and wipes, extra underwear and clothing for 

toilet learning as needed 
 

Infant Care Policies 
Infants and parents of infants at the Children’s Learning Center are supported in their child’s 
classrooms in the following ways: 

 Children eat and sleep on their own schedules 

 Children are always within sight and sound of teaching staff 

 All children unless otherwise ordered by a physician and the appropriate form 
completed, are placed on their backs to sleep 

 Pillows, comforters, sheepskins, stuffed toys and other soft items are not permitted in 
the crib of an infant less than eight months old 

 If light blankets are used, they are tucked in at the bottom and reach only the infant’s 
chest 

 Infants head must be uncovered during nap 

 Children are held when they are given their bottles 

 Bottles are not permitted in cribs 

 Children do not carry bottles or cups in the classroom 

 Teachers offer children fluids when the family and teachers decide together they are 
ready 

 Items that the child places in their mouth are sanitized as needed 

 Parents are the expert of their child.  Parents are always encouraged to share their 
expertise of their child with their child’s teacher. 
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Toys from Home 
The Center has enough materials in the classrooms so children do not need to bring items from 
home.  Children are welcome to bring toys from home to the classroom as long as they are safe 
for the children in the classroom.  However, this is discouraged due to the fact toys break or 
become lost or misplaced.  Often a blanket or special item from home does give support to a 
child during rest time.  Children may not bring in toy guns or knives, items of great value, items 
that are sharp or pointed or a choke hazard. 
 
Semester Supplies 
Families are required to provide a supply fee each semester for consumable supplies. 
 
Class Placements  
Class arrangements are made according to a number of criteria including ethnicity, gender, age 
of returning children, requested days of attendance, space availability, non-discriminatory 
factors, etc. A mutual agreement must be reached in order for a request and class placement to 
be honored.  
 
Special requests for class placement require:  

1) A written letter to the director identifying the specific reasons for the placement 
request;  

2) A pre-conference with the director to review the request;  

3) A post-conference following the director's review of the request through a meeting with 
CLC staff.  

 
Attendance/Absences  
Full program benefits can be realized only when the child attends the full program regularly and 
only when they attend for the complete session. Parents are required to call the Center by 9:00 
if their child is going to be absent, otherwise an additional charge of $5.00 may be assessed for 
administrative fees.  We ask our children to arrive on time (by 9:15 a.m.) each morning. 
 
Attendance Rosters  
Children must be signed in and out at the front desk each day upon arrival and departure. 
Attendance rosters also accompany children at all times throughout the day and include times 
of arrival and departure.  
 
Fees 
The CLC is not a drop-in center but rather a licensed Infant/Toddler/Preschool program. As a 
result, children may attend as few as two to as many as five days a week with the expectation 
that they are at school by 9:00 a.m. in order to support learning and decrease interruptions to 
the morning program. Contracts are family driven with an additional fee for morning and 
afternoon childcare services. The center is an Ohio Department of Job and Family Services’ 
partner and contracts with them for Infant/Toddler/Preschool services in multiple Ohio 
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counties. Families qualifying for childcare assistance and/or who are SSU students that receive 
a PELL grant may experience fee adjustments with required and completed paperwork.   
 
Pell students are required to submit an official copy of their SSU schedule along with the Pell 
award letter each semester.  Eligibility for Shawnee State University Childcare Scholarship with 
a $20.00 per day rate requires an annual determination letter from the Ohio Department of Job 
and Family Services before scholarship consideration will be given. Eligibility also is determined 
based upon fund availability. 
 
PELL Childcare Scholarship Renewal  
Pell Childcare Scholarships may be subject to renewal after an annual review of the financial aid 
award notification and the USDA eligibility by the CLC staff. If the review indicates no change in 
income, the SSU Pell Scholarship may be renewed. If the review indicates a change in income 
that would support funding through the Department of Job and Family Services, the student 
will be re-directed to the county department for a re-determination of their eligibility. A denial 
letter will determine ongoing eligibility for the SSU Pell Childcare Scholarship.  
 
Extended Childcare  
Morning childcare (7:30-8:30 a.m.) and afternoon childcare (3:30-5:30 p.m.) have an extended 
fee of $3 per AM session, $6 per PM session. There is a 30-minute grace period before 
extended care charges are billed, thus families arriving anytime between 8:30 and 9:00 or 
departing anytime from 3:00-3:30 will not be billed an extra charge.  
 
Payment Information  
Payments by cash, check, credit card, or money order will be accepted on a monthly or 
semester basis and are expected to be paid in advance of the service. Paying for the semester in 
advance allows for a 5% discount. There is also a 10% discount for siblings.  
 
If a check is returned for non-sufficient funds (NSF), a $50.00 NSF fee will be charged to your 
account. The $50.00 needs to be paid in cash along with cash in the amount of the NSF check. 
Childcare services may be withdrawn if more than two NSF checks are returned.  
 
A fee of $25.00 will be charged if your payment is not received by the 10th of each month.  
Failure to make timely tuition payment by the 30th of the month will result in suspension of 
enrollment until the payments are current.  Parents are not refunded for days missed due to 
illness, vacations, or disciplinary reasons. The staff is contracted, and your tuition keeps the 
space open for the child’s return.  
 
Contracts  
Contracts are legally binding and define the term dates and tuition rates. Tuition is payable in 
one payment before the start of the academic term with a 5% discount or in 10 month 
installments due the first of each month from August to May.  Failure to make timely payments 
is grounds for suspension from the program until the account is current. Registered days of 
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attendance can be changed when the term changes provided there are openings.   
Substitute/make-up days are not possible due to ratios and group dynamics.  
 
Calendar  
The CLC Academic Calendar is available in the back of the parent handbook.  
 
Drop Off/Pick Up Procedures  
Each child must be brought to and picked up inside the child’s classroom by a parent/guardian 
or registered designee as identified on the application form. This provides an opportunity to be 
welcomed and/or dismissed by CLC staff. The child must be signed in upon arrival and signed 
out prior to departure.  
 
Release of Children  
Children will be released only to parents/guardians and those individuals who have been 
granted permission in writing by the parent/guardian to pick up the child. The parent/guardian 
is responsible for making any changes to the Release Form. In addition, staff will not release a 
child to anyone including parents/guardians who appears to be under the influence of alcohol 
or drugs. Emergency calls will be made to transport the child home and the police will be 
notified if necessary.  
 
Fee Schedule 
Please refer to your Parent Contract, at the end of this Parent Handbook, for specific financial 
policies and tuition costs. 
 
Overtime Charges  
An overtime charge of $6.00 for the first 10 minutes and an additional charge of $2.00 per 
minute will be assessed for children left at the center after 5:30 p.m. We expect parents to pick 
up their children on time as our dedicated staff frequently has other responsibilities that extend 
beyond regular operational hours. 
 
Late Pick-Ups  
In addition to the overtime charge, the following procedures will be followed for late-pick-
ups:  

 5:40 Call to parent  
 5:45 Call parent again and call to all emergency transportation contacts  
 5:50 Repeat calls  

 Call to one of the permanent CLC staff before proceeding to the next step  
 6:00 Call Scioto County Children's Services to report that a child  has  been left  

 
Continue calling family/emergency contacts until someone arrives to pick up the child.  
 
Emergency Pick-ups  
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Those identified as emergency contacts must be age 18 and over and identified as transporters 
on the application form.  
 
Withdrawals  
A one-month written withdrawal notice is required for all permanent withdrawals.  If sufficient 
notice is not given, there will be a charge for the additional month.  There will be no refunds in 
tuition.  A mutual agreement must be reached for a contract to be terminated.  A conference 
should be scheduled with the Director as soon as possible in advance of the withdrawal date. 
 
Dismissal 
The school reserves the right to dismiss any student who, after an adequate period of time is 
not benefitting from the program; for failure to comply with the existing center/university 
policies, and/or situations that present a risk to the health, safety, or well-being of children, 
staff or the program; or for non-payment of tuition and fees. 
 
Transition and Orientation  
Parents should consider the first days/weeks at the CLC a time of adjustment, recognizing that 
each child’s adjustment will vary depending on his/her age, prior experiences, and 
temperament. Even children, who usually say “goodbye” cheerfully, can sometimes feel 
anxious. It is normal for a child to take 2-3 weeks or longer to fully adjust to a new routine. Here 
are some suggestions on how to help your child transition into the center and/or to the 
kindergarten environment when he/she is ready to move on:  

 Visit the center on one or more occasions before he/she begins attending  
 Develop a routine of reading a story or playing a game together to give your child a 

feeling of confidence and help get a positive start on the day 
 Say “goodbye” to your child rather than slipping out quickly or quietly so that your child 

will recognize that although you are leaving, you will be back  
 Realize that reversions to old and/or outgrown behaviors offer a sense of security for 

children and should be looked at as such  
 Understand that crying or not wanting to return may have more to do with the child’s 

transitional anxiety than staff or programmatic issues 
 Be on time and regular in attendance so your child will feel like a full partner in the 

program 
 Eat a good breakfast and get off to a relaxed start 

 
Staff will play a huge role in helping transition children to a new environment and are prepared 
to help children who are scared or anxious. Even with preparation, a child may still cry, fuss, 
revert to outgrown behaviors, etc.  Parents and staff need to work together to acknowledge the 
child’s fears and assure success.  
 
If a child in the toddler classroom transitions to a preschool classroom mid-year, a transition 
plan will be written at a pre-transition conference between family and faculty/staff to ensure 
the transition is a success. 
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On Campus/Routine Trips Walks  
Field trips are learning opportunities beyond the classroom that provide contextual learning. 
They significantly increase learning outcomes, including transfer and retention, by providing 
opportunities for students to develop and/or broaden their social and communicative skills. 
Requests for such opportunities require pre-approval of the director and permission from the 
parents of participating students.  
 
The permission slip signed at the child’s enrollment covers all on-campus outings and is 
required to be signed annually. Children will be required to wear a center ID and although the 
ratio of adults to children can be 1:7, our preference is 1:4 or fewer.  
 
Children can learn a great deal in our center, but there is a world to be explored outside these 
four walls. Many community education experiences/field trips will be taken by walking to other 
facilities on campus such as the library, the planetarium, or the performing arts center. In such 
cases, campus security will be notified. Children will be assigned to a specific staff member for 
all trips and will meet and/or exceed the required ratios.  
 
Community Education/Off Campus Trips  
Field trips are of two types as defined by licensing: routine trip walks (RTW) and field trip walks 
(FTW). Requests for such opportunities require pre-approval of the director following the 
guidelines established on the licensure form. FTW’s require a written roster identifying whom 
the children are assigned to. While parents/volunteers may walk with the children, the assigned 
roster requires that paid staff is defined for ratios and responsibility. Children are counted 
before departure and upon arrival, going to and from the trip destination.  
In the absence of transportation, all trips are walking or wagon trips. In addition to the 
procedures identified for routine trip walks, they require a written permission form specific to 
each individual trip that includes:  

 Child’s name  
 Destination  
 Parent/guardian signature  
 Date and time of trip  

 
Ratio of adults to children  
Children will be assigned to a specific staff member for all trips and will meet and/or exceed the 
required ratios while adhering to the following procedures:  

 A permission form must be signed in advance and updated annually  
 Identification will be worn by each child identifying the center’s name, address, phone 

number  
 First aid supplies and a first-aid certified person will accompany the group 
 Children will be counted prior to departure and upon arrival at each destination 

 
Emergency transportation forms for each student will be taken on each trip in addition to the 
class roster, health records for children with specific health conditions and supplies needed to 
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provide treatment. Every attempt will be made to have a cell phone accompany staff on all 
outings.  
 
Walking School Bus  
Parents and family members are invited to be a part of the “walking school bus” to increase the 
ratios of adults to children when on field trips walks. As memorandums of understanding are 
developed for possible semester outings, parents will be permitted to ride on contracted 
program vehicles to accompany children as space permits. Reservations will be processed on a 
first-come, first-serve basis.  
 
Self-Transportation  
Any family who chooses to transport their child/children to an event assumes full responsibility 
for the child to and from the Center, signing them in/out for their programmatic attendance.  
 
School Age Field Trip Policy 
School children may leave the center for specific activities, including walking to and from the 
center or school, walking home or to another destination.  Written permission shall specify: 

g) The child’s name 
h) The child’s destination 
i) Arrangements for transportation to and from the activities 
j) Time of arrival and departure 
k) Time period for which permission is given 
l) Parent or guardian’s signature and date 

 
Parking  
Children and families must enter/exit through the front entrance only. The drive-up/drop-off 
lane is reserved for this purpose. Parents who are here for conferences and/or extended visits 
should park in the parking lot on the west side of the building before entering and signing in at 
the main entrance.  
 
Curriculum  
The center strives to be a model of Developmentally Appropriate Practices. Guidelines 
established by the National Association for the Education of Young Children are followed. At 
the CLC we believe that children learn primarily through active play while exploring and 
interacting with their environments. That belief is based on sound research by leading theorists 
such as Jean Piaget, Lev Vygotsky, Maria Montessori, Erick Erikson, and the acclaimed early 
childhood movement from Reggio Emilia, Italy.  
 
Early Learning Development Standards  
Sound theory is foundational to the Ohio Department of Education’s (ODE) Early Learning 
Development Standards. Brain-compatible learning, inquiry-based, differentiated, and 
integrated instruction are developmentally appropriate practices focused on the whole child. 
Children are offered experiences that match their developing abilities as well as experiences 
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that challenge them to progress to the next level of learning. Our Infant/Toddler/Preschool 
curriculum is based on and aligned with the Early Learning Development Standards adopted by 
the State Board of Education. More information can be obtained at the ODE website: 
www.earlychildhoodohio.org  
 
Emergent Literacy  
While teachers have a thorough understanding of Ohio’s competency-based models including 
language arts, math, science, social studies, art, music, and foreign language, they pay close 
attention to the interests of children, capitalizing upon them to build a well-rounded program 
that addresses all areas of learning. There is an emphasis on early literacy skills as well as 
scientific discovery. While content knowledge is important, here at the CLC we teach children 
not subjects. Our name supports our instructional practices. We are the Children’s Learning 
Center…where children come first.  
 
"Developmentally Appropriate Classroom"  
A developmentally appropriate classroom is like a good home, where children can learn 
through playing, cooking, watching, listening, acting, reading or pretend reading, and writing or 
pretend writing. It is a place where they can explore their environment, ask questions, and 
answer questions. It is a place where the teacher is like a parent--reading to the children and 
talking about the stories they read; writing for children and allowing them to write for different 
purposes; taking time with the children to explore their community on field trips; and talking 
about those experiences together. It is a place where children clean up after themselves, learn 
more about familiar and unfamiliar topics (usually called themes), and learn more about what 
interests them most--themselves. Most importantly, it is a place where children learn that 
reading provides both enjoyment and information, and they develop the desire to read and 
write. (Hall and Cunningham, 1997)  
 
Skills Under Construction  
Skills under construction include:  
Cooperating 
Comparing 
Classifying 
Analyzing  
Imagining 
Measuring 

Arranging 
Patterning  
Organizing 
Planning  
Creating 
Communicating  

Balancing 
Predicting 
Matching  
Self-regulating  
Concentrating 
Discriminating   

Socializing  
Cutting  
Climbing  
Helping 
Hopping  
Riding  

 
Developmental Screenings/Assessments 
Young children at the center are assessed a minimum of two times a year.  The first assessment 
is done within three months of the child’s enrollment date.  The children are observed in their 
natural classroom environment on a daily basis.  The Center uses the Brigance as the 
assessment tool.  Work samples are also collected throughout the year and are placed in a 
folder with the child’s name.  The assessment tool is used as a planning tool for each child and 
the classroom as a whole.  The written assessments are kept confidential in folders with the 
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child’s name.  The child’s parents, teachers and administrators have access to the assessment.  
Assessments are shared with parents during parent conferences twice a year or when 
requested. 
 
Integrated Technology  
Technology may be integrated into the daily routine of classroom activity. For example, musical 
rhythms with actions may be introduced with recordings, and a computer used as an electronic 
rhythm-matching game.  
Software may enrich curriculum content/concepts.  
The curriculum may be extended with technology offering new avenues and perspectives. For 
example, exploring shapes on the computer provides opportunities to stretch, shrink, bend, and 
combine shapes into new forms. Such activities enrich and extend children’s thinking/actions 
with physical manipulative.  
 
Technology Web-sites  
Web sites accessed at the CLC and presented for your consideration:  
www.storyplace.org  
www.PBSkids.org  
www.sesameworkshop.com  
www.sfskids.org-San Francisco Symphony Family Music Site  
www.smithsonianeducation.org/students/  
www.ottoclub.org-AAA safety tips  
www.weeklyreader.com  
www.kids.nationalgeographic.com/  
www.weather.com/activities/homeandgarden/schoolday/  
The Weather Channel  
www.tumblebookslibrary.org. Username: Shawnee. Password: Libra  
www.artsonia.com 
www.starfall.com  
 
Daily Schedule  
The daily schedule is posted in each classroom and includes a balance of teacher-directed and 
child-initiated activities as well as active/quiet choices and indoor/outdoor play.  
 
Importance of Outdoor Play   
According to the Ohio Department of Job and Family Services’ Rule 5101:2-12-14, children are 
required to spend some time out-of-doors each day in suitable weather.  A popular 
misconception is that cold weather causes children to become ill or catch colds, however, just 
the opposite is true. Having some time outside, even in colder weather, is good for the children 
because it provides them an opportunity to breathe fresh air as opposed to warm, recycled air, 
which is a breeding ground for germs and viruses. Parents are responsible for sending clothing 
that suits the weather conditions. As a rule, if you want your child to wear mittens, hats, boots, 

http://www.starfall.com/
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etc., send them in labeled mittens, boots, hats, etc. Leaving an extra set to in your child’s cubby 
is helpful. 
 
Safe Outdoor Play  
Outdoor play and its duration will be dictated by temperatures/wind chill (20 degrees or above 
in winter and 90 degrees or below in summer) and accompanied by monitored weather 
conditions i.e. humidity, pollen, storm conditions, etc. The schedule is modified in the summer 
with longer outdoor times in the morning, with exposure to the sun of 30 minutes or less 
between the hours of 10:00 and 4:00, and frequent water breaks.  
 
When it is not possible to go outside, classrooms use the sensory room and classrooms for large 
motor play. 
 
Supervision of Swimming 
All parents or guardians must sign the “Children’s swimming permission form” in order for their 
child to participate in a swimming activity (wading pools).  All children who have permission will 
be supervised by a staff person by sight and sound at all times.  There will be a minimum of two 
staff persons supervising this type of activity.  In case of an emergency a staff member will 
secure the area and call a staff person or 911 for help as needed.  Swimming refers to the use of 
wading pools on the center’s playground. 
 
Sunscreen  
Sunscreen should be considered in warm weather and applied before the child comes to school 
as it should be applied 20 minutes before children go outdoors. Sunscreen requires a signed 
Medication Request Form for its reapplication during the school day and parents need to 
provide Sunscreen Lotions of SPF 35 or above upon admission to the program. In the event that 
outdoor play is not possible, large muscle activities will be provided indoors.  
 
Full program Participation  
To maintain adult/child ratios, all children are expected to participate in the full program 
including outdoor play. If your child is well enough to attend school, attendance is predicated 
on full program participation.  
 
Enrichment Classes  
After school enrichment classes may be offered at the CLC from 3:15 – 4:00. By definition, an 
enrichment class is a class in which the content taught requires specific skill(s). Course 
instructors will be experts in their field. Cost for enrichment classes will be determined in 
advance.  
 

Infant Sample Schedule 
 

7:30 – 8:30  Individual Activities – Exploration of Materials 
8:00-8:30               Breakfast (individual feeding schedules are followed throughout the day) 
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9:15-9:30  Clean up snack; diaper check 
   Individual nap schedules are followed throughout the day 
10:00 - 10:45  Gross motor activities 
10:45 - 11:00  Set up for Lunch, diaper check 
11:00 – 11:30  Lunch 
11:30 – 11:45  Clean up lunch, diaper check  
11:45 - 2:00  Individual Activities 
2:00 - 2:30  Snack 
2:30 – 2:45  Clean up, diaper check 
2:45 - 3:15  Small Group Time – Exploration of Materials 
3:15 – 4:00  Gross Motor Activities 
4:00 – 4:15  Diaper Check 
4:15 – 5:30  Individual Activities – Exploration of Materials/Quiet Activities 
 

Toddler Sample Schedule 
 

7:30 – 8:30  Extended care 
   Diaper check/toileting 
8:30 – 9:00  Flexible arrival; free play; Good Morning! 
8:00-8:30  Breakfast 
   Diaper check/toileting 
9:15-9:30  Free play/teacher facilitated experiences 

Diaper check/toileting; 
9:30-11:15  Outdoor play; large motor experiences 
   Individual and group experiences – group time, 
   self-selected; teacher-facilitated 
   Lunch tables prepared 
   Diaper check/toileting 
11:15 – 11:45  Lunch 
   Diaper check/toileting 
11:45 – 12:05  Individual and group experiences  
   Diaper check/toileting 
12:05 – 1:45  Quiet time; children napping (diapering and  
   toileting as children awaken – quiet  
   experiences ongoing) 
1:45 – 2:30  Self-initiated snack (afternoon) 
2:00 – 2:30  Outdoor play; gross motor experiences 
2:30 – 3:15  Flexible dismissal; free play; Goodbyes! 
3:15 – 5:30  Extended Care 
 

Preschool Sample Schedule 
7:30-8:30  AM Extended Care  
8:00-8:30 Breakfast 
8:30-9:00  Arrival, Welcome –Preschool day with teacher begins  
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9:15-10:40  Learning Center and Teacher directed Learning Invitations (blocks, dramatic play, writing 
center, sand/water table, theme related activities, listening center, art center, Lego 
table, and computer) 

10:40-11:00 Circle Activities-Songs, Finger plays, Story, Discussion
11:00-11:30  Activities in Multi-Purpose Room or Outside Play  
11:30-12:00  Lunch (*Lunch/recess times vary and are based on daily enrollment)  
12:00-12:10  Prepare to go outside  
12:10-12:50  Outdoor play  
12:50-1:00  Restroom, drinks, put away coats  
1:00-1:10  Mid-day circle time  
1:10-2:00  Rest time  
2:00-2:15  Snack  
2:15-3:00  Free choice  
3:00-3:30  Prepare to go home or to the Childcare room.  
3:30-5:30 Outdoor play, weather permitting or active video, songs, games, PE skills,   
  computer/literacy activities  
 

Modified Summer Schedule 
7:30-8:30 Extended care  
8:00-8:30 Breakfast 
7:00-8:30  Transition and free choice  
8:30-9:30  Outdoor play, weather permitting  
9:30-9:45  Transition and restroom/Prepare for Toddler/Preschool day  
9:45-10:15  Circle activities  
10:15-10:30  Morning snack  
10:30-11:45  Learning Center and Teacher directed Learning Invitations (blocks, dramatic play, writing 

center, sand/water table, theme related activities, listening center, art center, Lego 
table, computer) 

11:45-11:55  Clean-up and prepare for lunch  
12:00-12:30  Lunch  
12:30-12:45  Outdoor play, weather permitting  
12:45-12:55  Restroom break, hand washing, prepare for carpet time  
12:55-1:30  Carpet Activity/Story  
1:30-2:30  Rest Time  
2:30-2:45  Snack  
2:45-3:15  Free Choice Activities  
3:15-4:00  Extended Care  
4:00-5:30  Outdoor play, weather permitting or active video, songs, games, PE skills,   
  computer/literacy activities  

 
Language  
Teachers/assistants will model good communication skills with one another and with the 
children. Children are encouraged to use words to express their feelings as well as to work out 
difficulties. Even the very youngest children are exposed to verbal problem solving. Teachers try 
to help the child put his or her feelings into words. It is important to show how physical acts can 
be expressed verbally: “That makes you sad” or “You are angry because someone took your 
toy.”  
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Celebrations  
As a part of our multicultural, anti-bias curriculum, we like to include holidays celebrated by 
children of various groups. Sometimes, we make our own celebrations like Pajama Day or 
Teddy Bear Day. Families are welcome to initiate the ongoing study of their family traditions, 
customs, languages, and celebrations. Please inform us should we be aware of ethical or 
religious considerations. Also, feel free to share family traditions and holidays that are 
important to you.  
 
Birthdays  
If you wish to have a special celebration for your child’s birthday i.e. special napkins, treat for 
the day, etc., please let the teacher know in advance. Consideration should be given to 
providing a healthy treat as an alternative to traditional birthday cake or cupcakes, 
recognizing that health and nutrition are elements of a quality early childhood program. We 
recommend that celebrations occur right after naptime at approximately 2:15.  
 
Birthday Alternatives  
An alternative might be to support the Center’s birthday gift program, adding a book or some 
other material to the classroom in your child’s honor. Cash donations to the Center must go 
through the SSU Foundation. We will celebrate a child’s birthday in the classroom if a parent 
approves. Families are invited to contribute a special snack i.e., fresh fruit, veggies and dip. The 
teacher should approve special snacks. Some children have food allergies i.e., peanuts, wheat, 
milk, and the teachers will be prepared with an alternate snack when necessary.  
 
Party Invitations  
Invitations to parties outside of the Center can be extended to any child whose family has given 
permission to be included on the Class Roster. Families are encouraged to invite all the children 
in the classroom community, but in any case, invitations should be cleared through the front 
desk and will be distributed by staff via the sign-in book.  
 
Clothing to Suit the Curriculum  
Children should be dressed in comfortable play clothes that allow for active and often messy 
projects. Pants and T-shirts prove the best, even for girls, since dresses may hamper climbing or 
other active play. Cowboy boots, dressy flats, flip-flops, or sandals sometimes get in the way of 
a child’s easy movements and may often be the cause of falls, slips, and injuries. Shoes must be 
worn at all times except rest time. 
 
Labeled Change of Clothes  
A child’s clothing will be changed if it becomes wet or very dirty during the day. For this reason, 
your child must have a complete change of labeled clothes at the center at all times; i.e. socks, 
underwear, shirt, pants. Staff will be responsible for reminding parents when an additional set 
of clothing is needed. Please label all of your child’s personal belongings; especially hats, coats, 
mittens, and boots. Staff will launder clothing only if there is adequate time before departure, 
otherwise, the clothes will be double-bagged and in the child’s cubby. Again, if your child comes 
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home for any reason with Center clothing, please launder and return the clothing within 48 
hours. 
 
Nap Time and Rest Periods  
Each afternoon, there is a quiet time for all children as defined by childcare licensing. Each child 
has their own labeled cot exclusively for their use, and they are expected to rest quietly on their 
cot or engage in quiet activities during rest time, allowing time for those who need to sleep the 
opportunity to do so.  Any child who does not fall asleep after an appropriate length of time 
during the designated nap time shall have the opportunity to engage in quiet activities.  The 
ratio of adults to children may increase per licensing regulations standards allowing staff to take 
breaks and participate in staff meetings and/or conferences. A favorite blanket, pillow, or 
stuffed animal may be sent for your child to use at rest time. Parents are asked to take all 
blankets, pillows, etc. home weekly for laundering.  
 
Snacks  
A breakfast will be made available per licensing regulations due to the length of our program 
day.  It is a “set out” breakfast as an option for all children; however, parents are encouraged to 
provide a nutritious breakfast before children arrive. In addition to breakfast and lunch, a snack 
is provided in the afternoon. Both snacks are posted on the daily menu and meet all Child and 
Adult Care Food program requirements. 
 
 
Lunch  
Mealtime is an opportunity for learning. Staff is required to eat with the children as a part of 
the curriculum's social focus.  Manners are important and meals are meant to be a pleasant, 
“fine dining” experience. 
 
The meals served at the CLC meet the nutritional guidelines of the USDA and fulfill at least one-
third of each child's recommended daily dietary allowances. Food from each of the four basic 
food groups is served in a sufficient quantity that meets the required nutritional allowances, 
and children are encouraged to try new foods. Thus, packed lunches are not an option with 
the exception of those with defined/written guidelines and/or food allergies.  
 
Lunches are prepared and delivered by the University Food Service. Menus are posted weekly 
in each classroom.  
 
Meals from home are not permitted unless a care plan is defined and arrangements have been 
made due to dietary restrictions.  (See Special Diets section). 
 
Lunch Helper Responsibilities  
Child helpers should assist in setting the tables and all children should assist in clean-up of their 
area. Children should be encouraged to identify and enjoy a wide variety of foods. Sharing 
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distaste for a food may prevent a child from even trying it. Children should be encouraged to 
taste everything but not forced to eat anything.  
 
Special Diets 
Parents may bring in special milk (soy, organic, etc.) for their child.  This milk must be labeled 
with the child’s name and placed in the classroom refrigerator.  If parents do not wish to have 
their child drink cow’s milk or a milk substitute, or in cases of special diets where an entire food 
group needs to be eliminated, the form JFS 01217, request for a modified diet, must be 
completed and signed by a licensed physician. 
 
In cases of specific preferences (e.g., no pork, etc.) or food allergies the parent should notify the 
teacher and complete form JFS 01236, child medical/physical care plan, which provides a more 
detailed description of specific conditions and necessary procedures to be followed. 
 
Child Guidance/Classroom Management  
Classroom management is child-centered and offers children the opportunity to learn self-
control. If conflicts arise, staff members strive to help children find alternative modes of 
behavior while explaining why inappropriate behavior is unacceptable. Staff members try to 
identify potential conflicts before they occur and help children problem-solve before the 
problem is really a problem.  
Constructive child-guidance and management techniques are used consistently and may 
include redirection, separation, talking with the child, praising appropriate behaviors, or peer-
to-peer peace initiatives. Separation, when used as discipline, shall be brief in duration and 
appropriate to the child’s age and circumstances (approximately 1 minute per year of age). The 
child shall be within sight and hearing of a childcare staff member in a safe, lighted, and well-
ventilated space.  
Classroom management is the responsibility of the classroom teacher with the support of the 
teacher assistant and the cooperation of the program director. It should address self-control, 
independence, and appropriate social skills such as cooperation, negotiation, and 
communication, as it is the goal of discipline to help children to learn self-direction and solve 
problems as independently as possible.  
When problems arise, children are encouraged to express their feelings in appropriate ways. 
"Use your words" is a phrase often used to encourage a child to tell a peer or program adult 
that he/she is upset. Recognize that success with “use your words” will be based on the child’s 
vocabulary and cognitive ability.  
 
Expectations/Techniques to be Used with Children  

 Set clear limits  
 Redirect to an appropriate activity  
 Show positive alternatives  
 Model desired behavior  
 Reinforce appropriate behavior  
 Encourage children to control their own behavior  
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 Cooperate with others  
 Talk things out  

 
CLC Rules  
The rules at the CLC are posted throughout the school with the goal of internalizing them within 
each child. They are short and simple.  A Positive Behavior Support approach will be used 
school-wide, emphasizing the Center’s behavioral expectations: 

 Take care of yourself 
 Take care of others 
 Take care of your school 

 
Preventing Difficult Situations  
Often prevention is the best means of avoiding potentially difficult situations. If the 
environment is conducive to the interests, pleasures, and needs of the children, discipline 
problems occur less frequently. Decide where you stand on important issues and stick to it. 
Consistency is the key to positive child guidance and good management is deciding which things 
you are going to insist on. Guidance (discipline) helps children cope with the challenges of daily 
living, the interpretation of their world, and an acquisition of their social skills.  
 
As Parents/Caregivers, we encourage you to:  

 Choose your issues  

 Set clear, consistent and reasonable boundaries  

 Help children control their own behavior, cooperating with others and solving problems 
by talking things out 

 Understand developmental milestones  

 Expect age-appropriate, developmentally appropriate behavior (they are 
Toddler/Preschoolers, not older children or adults)  

 
Children need:  

 Strategies like ignoring, negotiating, preparing, anticipating  
 Limited choices: “Do you want me to help you with your coat or can you do it yourself?”  
 Boundaries and a knowledge of that which is safe, allowed, and expected as well as why  
 Help in organizing their time and energy  
 Rituals around activities to give them a sense of control  
 Preparation for what will happen next (picture schedules, “we will do this, then this”)  
 Motivation- “Where does your coat go?” rather than “hang up your coat” Pretend you 

forgot where the coat goes, make a game of things, sing songs to accomplish tasks, 
count  

 Occasionally removed from the situation as sometimes that is all that will work  
 
Social Skills Development  
The teachers at the CLC try to model different types of behavior management techniques. 
Some ideas in order to get the children quiet:  
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 Turn off the lights and say, “Stop. Look. Listen.”  
 Say the following: “1, 2, 3, Look at me.”  
 Without saying a word, start to clap out a rhythm with your hands. The children will join 

in.  
 Bring your voice down low and whisper your instructions.  
 Change the pace by singing a quiet song.  

 
To help children develop self-control and appropriate social skills such as cooperating, 
negotiating, and communicating, staff/parents are encouraged to:  
 

 Stay Calm - Be firm and definite.  

 Be Understanding - Acknowledge the child's feelings, but let him know that his behavior 
is unacceptable. "I know you want that doll, Amy, but Susie has it now."  

 Teach New Behaviors - If a child is screaming or shouting, suggest an alternative way to 
act. "Kathy, use your talking voice and tell Tom that you don't like it when he takes your 
doll."  

 Give Choices - If the child is fighting to take something that someone else has already 
claimed, then say “You may use one of these dolls or play with the doll house."  

 Redirect - Offer a safe version of the same action. For example, if a child is throwing 
blocks that may hurt someone. "Throwing blocks may hurt people. Throw this foam ball 
instead."  

 Change Activities - If a child persists in aggressive behavior, direct him to an activity he 
can do alone, i.e., play dough, a book, a puzzle, and the computer.  

 Consequences - When possible, have children accept the consequences of their actions. 
If a child knocks down someone's block structure, ask him to help rebuild it. If a child 
pushes someone down, have him or her get a tissue for the other child's tears, or sit 
with the child until he/she feels better.  

 Other Directed - Point out to a child the result of his action. "Jack is upset because his 
train has been torn apart." Children will often want to help when they understand what 
they've done.  

 Model Appropriate Behavior - Demonstrate desired behavior i.e., hand washing, table 
manners, social skills, expressing anger with words instead of actions.  

 Active Listening - This careful, accurate listening to a child's feelings conveys adult's 
recognition and acceptance. Merely feedback your perceptions of the child's feelings 
without giving advice or trying to persuade the child to feel differently. "I can see that 
you are angry with Tom."  

 Use "I" Messages - State the problem and communicate your feelings respectfully, 
giving the child a chance to change their behavior. "I see that there are a lot of pots and 
pans out in the house area and it is almost time to go outside."  

 Manage Strong Emotions Responsibly - To manage strong emotions like anger, allow 
and encourage children to acknowledge all feelings while not permitting them to harm 
anybody because of those feelings.  
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 Time-Out Space - When a child is out of control or hurting others, a short time-out 
period will be given. Time-outs will be no longer than one minute per year of the child’s 
age. Then a staff member will review the reason for the separation, the behavior now 
expected, and will help the child rejoin the group gracefully so that he/she can try again. 

 
Child Guidance and Management Guidelines - The Center strictly adheres to the child 
guidance and management set forth by Ohio Childcare Licensing in accordance with 5101:2-
12-22 of the Ohio Revised Code; Rules 22 applies to all employees of the center, including 
the following restrictions:  

1) Abuse, endanger or neglect children. 
2) Utilize cruel, harsh, unusual, or extreme techniques. 
3) Utilize any form of corporal punishment. 
4) Delegate children to manage or discipline other children. 
5) Use physical restraints on a child. 
6) Restrain a child by any means other than holding children for a short period of time, 

such as in a protective hug, so that the child may regain control 
a) Prone restraint of a child is prohibited.  Prone restraint is defined as all items 

or measures used to limit or control the movement or normal functioning of 
any portion, or all, of a child’s body while the child is in a face-down position. 

b) Prone restraint includes physical or mechanical restraint. 
7) Place children in a locked room or confine children in any enclosed area. 
8) Confine children to equipment such as cribs or high chairs. 
9) Humiliate, threaten or frighten children. 
10) Subject children to profane language or verbal abuse. 
11) Make derogatory or sarcastic remarks about children or their families. 
12) Punish children for failure to eat or sleep or for toileting accidents. 
13) Withhold any food, including snacks and treats, rest or toilet use. 
14) Punish an entire group of children due to the unacceptable behavior of one or a few. 

For the safety of the children:  
 Center staff will always supervise children 
 Monthly fire drills and seasonal tornado drills will be held  
 Children will be instructed in emergency procedures, which are posted in each 

classroom 
 Staff members are trained in first aid, the prevention and recognition of 

communicable disease and child abuse  
 A telephone is available in each room in the center and emergency access is visible 

and available 
 
CLC staff has had classes and in-service hours in child management. In cases where the 
child’s behavioral or emotional problems prove extremely disruptive to the general program 
and/or if one-to-one supervision is required on a long-term or consistent basis to ensure the 
health or safety of the child or other children, parents may be asked to withdraw the child 
from the CLC.  A referral for therapeutic intervention would accompany such a request.  
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Un-allowables  
No child will be allowed to use or bring from home dangerous articles such as pocketknives, 
matches, lighters, guns, prescription medication or OTC drugs.  
 
Childcare Licensing Disciplines Guidelines  
The Center strictly adheres to the discipline guidelines set forth by the Ohio Childcare Licensing 
Code.  
 
Child Abuse  
Any member of the CLC who suspects an incidence of child abuse is required by law, Ohio 
Revised Code 2151.421, to report his or her suspicions to the center director who will in turn 
report to the Scioto County Children’s Services Board. All staff are mandated reporters.  
Someone trained in Child Abuse Prevention, First Aid, Communicable Disease, and CPR is on the 
premises at all times. 
 
Accidents/Incidents  
Written instructions are posted in each classroom, and Accident Injury Reports or Behavior 
Incident Report Forms will be completed/signed by the reporting staff member and the 
administrator. The form will be given to the parent/guardian the day of the incident, who also 
reviews and signs the form. One copy is offered to the parent, and the other is placed in the 
child’s file.  
Staff members will complete an accident report on the day of the occurrence for:  
Illness, accident or injury which requires first aid treatment 

Bump or blow to the head  

Emergency transporting  

Unusual or unexpected event which jeopardizes the safety of children or staff  

Behavior which has caused harm/disrupted the program  
 
Accident/incidents of a serious nature are defined on the state licensure form and require filing 
an additional report with the state licensing authorities within 24 hours.  
 
Information regarding SERIOUS incidents/injuries/illness: 
In case of serious illness or accident, if the parent cannot be reached, the Director will contact 
the doctor noted on the Child Enrollment and Health Information form. 
 
If the doctor cannot be reached or if immediate medical intervention is necessary, Emergency 
Medical Services will be contacted if parental permission has been given per the Child 
Enrollment and Health Information form.  Emergency Medical Services will transport the child 
to the Emergency Room of the Southern Ohio Medical Center if necessary and the child’s 
teacher will accompany him or her and remain there until the parent arrives.  The Director will 
continue to try to contact the parents. 
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Illness/Absence Policy  
In the event of a long-term illness on the part of the child, the following procedures will be 
followed:  

 The parent will submit a written request for sick leave to the director.  
 The parent will pay the contracted fee for the first 10 consecutive days the child is ill.  
 The parent will pay a holding fee of 50% of the fee per week for any succeeding weeks 

of the child’s illness.  
 A doctor’s statement, verifying the child’s illness and projected recovery will be required 

prior to the time of return.  
 
Medications  
The professional staff of the CLC administers medications, vitamins, topical treatments 
(sunscreen/lotions) and special diets only when requested by a parent under the direction of a 
physician or nurse practitioner. Ohio law requires the completion of form JFS 01217 in order for 
medication to be given.  A copy of the appropriate form is in your parent packet and additional 
copies should be secured from the secretary prior to a doctor/dentist visit.  
The completed “Administration of Medication" must accompany any medication, prescription 
or over-the-counter drug to be administered. Over-the-counter drugs can only be kept for a 
maximum of three days, and must have the:  

 Child’s name  

 Date  
 

Diaper ointment:  Non-prescription topical products or lotions will be administered under the 
following conditions-parents/guardians must complete and sign a medication form which will 
be valid for 12 months.  Center staff will follow manufacturers’ guidelines. 
 
Medication Request Form  
In addition to medications, this form is also necessary for any child who is on a special diet 
and/or has allergy medications that are prescribed by a physician. The form must be completed 
and filed with the secretary each time a child changes/adds a medication. The child’s name and 
the time the medication is to be administered must be written on the form provided in order 
for the medication to be administered. Each time a staff member administers the medication, it 
is noted on the back of the form JFS 01217 and kept in the child's file.  
 

 Medication Location  
 Medications are kept in a locked file and must be in the original prescription bottle with 

the following information:  
 Child’s name  
 Name of the drug  
 Expiration date  
 Time schedule for medication administration  
 Appropriate dosage  
 Name of the physician  
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 Date  
 
Medical/Physical care Plan  
A child with health conditions or requiring medical procedures must have a Medical/Physical 
care Plan (ODJFS 01236) signed annually that includes:  

 Name of child  
 Instructions for any medical procedure to be performed  
 Name of staff members trained by the parent or guardian  
 Signed parent permission for the procedures to be performed  

 
 An explanation of additional educational/therapeutic services the child is receiving  
 Records release for the center to contact other service providers  

 
Physical Examinations  
Each child must have a comprehensive physical examination on the state required form prior to 
admission to the program and every 12 months thereafter.  
 
Immunizations/Waiver  
This Immunization Waiver was developed under the direction of ODJFS licensure agent with 
approval by the District Representative from the Ohio Department of Health. Immunization 
requirements may be waived for religious reasons upon submission of the parent or guardian’s 
written request or for medical reasons upon submission of a physician’s or certified nurse 
practitioner’s written request for exemption. The waiver is stapled to the child’s medical and is 
updated annually.  
 
Smoke/Tobacco-Free  
The CLC is a smoke-free facility. Smoking is not permitted on the premises or the surrounding 
grounds and because of licensure can only be tolerated away from the site and out of site of 
the children.  
 
Communicable Disease  
Each classroom is required to post the ODHS Communicable Disease chart, which identifies 
diseases, symptoms, methods of transmission, and control measures. As a childcare center 
licensed by the State of Ohio, it is required that the procedures concerning communicable 
disease be strictly adhered to at all times to protect the health and safety of all children and 
staff members. Any child or staff member exhibiting any of the symptoms identified on the 
ODHS Communicable Disease chart is considered a possible carrier and may not be in 
attendance at the center. (Chapter 5104, Ohio Revised Code)  
 
Communicable Disease Identification Procedure  
If a Toddler/Preschool staff member identifies a child with symptoms of communicable disease, 
the child will be offered his cot and separated from the other children. A staff member will be 
assigned to stay with the child with an expectation that the parent will pick the child up 
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immediately (allowances will be made for travel time). The child or staff member will be 
readmitted to the CLC when he/she is symptom-free for a period of 24 hours without 
medication, or until a physician’s written permission verifies that there is no risk of contagion.  
 
Communicable Disease Notification  
If a communicable disease has been identified, Center parents will receive a written notice of 
exposure within 24 hours. That notice will include the date of the suspected exposure and the 
symptoms that may occur. Multiple copies of the notification will be placed on the secretary's 
counter next to the children’s sign-out sheet.  
 
Communicable Disease Isolation  
A child isolated due to suspected communicable disease shall be:  

1) Within sight/hearing of staff members at all times  
2) Cared for in a room away from other children  
3) Provided with a cot & made comfortable (cot sanitized after use)  

 
Children’s Prescription Medications/Inhalers  
Children’s medications/inhalers will be properly labeled and kept in the office, administered 
and signed off by the staff according to the child’s Health Care Plan.  
 
The center allow school-age children to have and use inhalers when needed for an emergency, 
provided appropriate paperwork has been signed by parents allowing permission. 
 
Symptoms for Discharge  
Do not send your child to school if they are sick and/or if they are exhibiting any of the 
following symptoms:  

 Diarrhea (more than one abnormally loose stool within a 24 hour period)  
 Severe coughing causing the child to become red or blue in the face or to make a 

whooping sound  
 Difficult or rapid breathing  
 Yellowish skin or eyes  
 Pink Eye – Redness of the eye or eyelid, thick or purulent (pus) discharge, matted 

eyelashes, burning, and itching or eye pain.  Child may not return to the center until 24 
hours of antibiotic treatment is completed 

 Vomiting more than one time or when accompanied by any other sign of symptom of 
illness  

 Stiff neck with an elevated temperature  
 Sore throat or difficulty in swallowing  
 Untreated infected skin patches, unusual spots or rash  
 Evidence of untreated lice, scabies, or other parasitic infestation  
 Unusually dark urine or gray/white stool  
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Temperature of at least 100 degrees in combination with any other symptom (Temperature 
will be taken by the axillary (armpit) method with a digital thermometer which will be 
sanitized after each use.)  
 

Mildly Ill Children  
The staff is trained to recognize signs and symptoms of illness. Children who are not exhibiting 
the above-described symptoms but are not feeling well will be cared for and observed for 
worsening conditions. Parent notification and removal is at the discretion of center staff if it is 
determined that they present a risk to the health, safety, or well-being of others.  
 
Hand Washing  
Staff and children engage in hand washing with regularity. Proper procedures are posted by 
each sink and hand washing is required by all staff upon entering the building in addition to 
before and after:  

 Eating  

 Rest rooming  

 Assisting with illnesses  

 Contact with body fluids  

 Cleaning  

 Food handling  

 Handling pets or pet objects  

 Taking off disposable gloves  

 Whenever visibly dirty  

 Diaper changing 
 
Hand Washing for Children 
Signs are posted by each sink detailing the following instructions:  

 Wet hands with running water.  

 Lather hands with soap  

 Weave fingers back & forth  

 Rinse hands from wrist to fingers until all soap is gone  

 Turn off water with towel, thoroughly dry hands, dispose of towel.  
 
The water is preset to not go beyond a certain temperature at any of our sinks; however, it is 
the fraction more than the water temperature that is responsible for killing bacteria. For this 
reason, singing a hand washing song or counting to 20 will help the children meet the required 
time for cleaning. Make it a game. Even hand washing can be fun!  
 
Outbreak Procedure  
In the event of a communicable disease outbreak, the child will be removed from the center for 
the duration of the outbreak i.e., if any child in the center has measles (as documented by a 
physician), the child would need to stay home for the defined incubation period. In the case of 



43 
 
 

Parent Handbook, 2016-17 
 

measles, that would be 14 days. Upon returning to the school, should another case of measles 
be documented, the child would need to stay home for another 14 days.  
 
ODJFS Ohio Administrative Code Information  
*The following information must be given in writing to all parents, guardians, and employees 
as required in 5101:2-12-30 of the Ohio Administrative Code. JFS 01237 (4/2003)  
The CLC is licensed to operate legally by the Ohio Department of Job and Family Services. The 
license is posted on the bulletin board in the main lobby for review. A toll-free telephone 
number is listed on the license and may be used to report a suspected violation of the licensing 
law or administrative rules. The licensing law and rules governing childcare are available for 
review at the facility upon request or at the ODJFS web site.  
 
The administrator and each employee of the facility is required, under Section 2151.421 of the 
Ohio Revised Code, ORC to report their suspicions of child abuse or child neglect to the local 
public children’s services agency.  
 
Any parent, custodian, or guardian of a child enrolled in the facility shall be permitted unlimited 
access to the facility during all hours of operation for the purpose of contacting their children, 
evaluating the care provided by the facility or evaluating the premises. Upon entering the 
premises, the parent, or guardian shall notify the Administrator of his/her presence.  
Rosters of the names and telephone numbers of the parents or guardians of the children 
attending the facility are available upon request. The parent roster will not include the name or 
telephone number of any parent who requests that his/her name or telephone number not be 
included.  
The licensing inspections and compliance reports for the current licensing period are posted in 
a conspicuous place in the facility for review.  
 
The licensing record including compliance report forms, complaint investigation reports, and 
evaluation forms from the building and fire departments are available for review upon request 
from the Ohio Department of Job and Family services. http://jfs.ohio.gov/cdc/childcare.stm 
 
It is unlawful for the facility to discriminate in the enrollment of children upon the basis of race, 
color, religion, sex, or national origin, or disability in violation of the Americans with Disabilities 
Act of 1990, 104 Stat. 32, 42 U.S.C. 12101 et seq.  
 
Handbook Revisions  
No handbook can anticipate every circumstance or question about program policy or 
procedures. As circumstances, state mandates, or university requirements change, policies 
must accompany them. The Center, therefore, reserves the right to revise, supplement, or 
rescind portions of the handbook when necessary. The handbook is intended as a guide to 
support successful programming for children and successful partnerships with families.  
 

Shawnee State University Children’s Learning Center Preschool Financial Policies 
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1.  Application Fee: A $30.00 application fee is due upon submission of a completed application 

form.  This is a non-refundable fee. 

2. School Year Tuition (August-May): Tuition payments are due and received according to the 

payment plan chosen.  Total Tuition due for the 2016-2017 school year follows the range below 

depending on the number of days attending in a week and whether the Before School Care and 

After School Care programs are included. 

Tuition for the Program is as follows: 
a. Five days/week,   Monday-Friday   8:30a.m.-3:30 p.m.        $5,250/school year 

 

b. Four days/week 8:30 a.m.-3:30 p.m.            $4,200/school year 
 
Circle days:  Monday Tuesday Wednesday Thursday Friday 
 

c. Three days/week 8:30 a.m.-3:30 p.m.       $3,150/school year 

Circle days:  Monday Tuesday Wednesday Thursday Friday 
d. Two days/week 8:30 a.m.-3:30 p.m.       $2,100/school year 

 

Circle days:  Monday Tuesday Wednesday Thursday Friday  

  e.    Supply Fee ($50/per semester, all students)       $100.00/school year 
  f.     Before and/or After School Care              $3/day AM, $6/day PM, each slot 
                             g.    Discount, if applicable:  See page five    
  The following payment plans are available: 

a. One payment: (5% discount): Full tuition due on August 1st 

b. Two payments: First half of tuition due on or before August 1st.  Second half of 

tuition due on or before December 1st. 

c. 10 monthly payments: Payments begin on August 1st and completed on May 1st.  

 

3. Summer School Tuition: first payment will be due two weeks prior to beginning of summer 

program, with one additional installment due mid-way through summer school.   Space is 

limited and enrollment is first come/first served. 

4. Late Pick-up Fee: A fee will be assessed and payment due on the day you are late at the rate of  

$6.00 for the first 10 minutes and an additional charge of $2.00 per minute for children left at  

the center after 5:40 p.m. 

5. Bounced Check Fee: A fee of $50.00 will be assessed for all returned checks.  Future payments 

must be made with a cashier’s check, money order or cash. 

6. Late Payment Fee: A fee of $25.00 will be charged if your payment is not received by the 10th of 

each month. 

7. Withdrawal Notification: A one-month (30 days) written withdrawal notice is required for all 

permanent withdrawals.  If sufficient notice is not given, there will be a charge for the additional 

month.  There will be no refunds in tuition after the start of the program.  No exceptions.  
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8. Dismissal: The school reserves the right to dismiss any student who, after an adequate period of 

time, is not benefitting from the program; for failure to comply with existing center/university 

policies, and/or situations that present a risk to the health, safety, or well-being of children, staff 

or the program; or for non-payment of tuition and fees. 

9. Absences:  The absence of children from school for any reason including but not limited to 

family vacations, disciplinary reason, suspension or sickness, does not relieve the undersigned 

from their contractual obligation to pay the entire tuition. 

10. Signatures: Parents/Guardians who have agreed to be financially responsible under the terms of 

this contract will be responsible for any remaining balance.  Signatures of all parents and/or 

guardians financially responsible for the student named on this contract are required. 

11. ODJFS Subsidized Families: The parent is responsible for tuition.  Failure to swipe your card will 

result in tuition fees due in full. 

I have read, understand and accept the Financial Policies listed above. 
 
_______________________________________   
Student Name-Please Print Clearly  
 
___________________________________    ________________________________   ___________ 
Parent/Guardian Printed Name           Parent/Guardian Signature            Date 
 
___________________________________  _________________________________  ____________ 
Parent/Guardian Printed Name         Parent/Guardian Signature                         Date 
 

           
Director, Amanda Hedrick   Date 

Shawnee State University Children’s Learning Center 
Infant/Toddler Financial Policies 

 
12.  Application Fee: A $30.00 application fee is due upon submission of a completed application 

form.  This is a non-refundable fee. 

13. School Year Tuition (August-May): Tuition payments are due and received according to the 

payment plan chosen.  Total Tuition due for the 2016-2017 school year follows the range below 

depending on the number of days attending in a week and whether the Before School Care and 

After School Care programs are included. 

Tuition for the Program is as follows: 
e. Five days/week,   Monday-Friday   8:30 a.m. - 3:30 p.m.        $7,000/school year 

 

f. Four days/week 8:30 a.m. - 3:30 p.m.            $5,600/school year 
 
Circle days:  Monday Tuesday Wednesday Thursday Friday 
 

g. Three days/week 8:30 a.m. - 3:30 p.m.       $4,200/school year 
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Circle days:  Monday Tuesday Wednesday Thursday Friday 
h. Two days/week 8:30 a.m. - 3:30 p.m.       $2,800/school year 

 

Circle days:  Monday Tuesday Wednesday Thursday Friday  

  e.    Supply Fee ($50/per semester, all students)       $100.00/school year 
  f.     Before and/or After School Care              $3/day AM, $6/day PM/each slot 
                             g.    Discount, if applicable:  See page five       
  The following payment plans are available: 

d. One payment: (5% discount): Full tuition due on August 1st 

e. Two payments: First half of tuition due on or before August 1st.  Second half of 

tuition due on or before December 1st. 

f. 10 monthly payments: Payments begin on August 1st and completed on May 1st.  

 

14. Summer School Tuition: First payment will be due two weeks prior to beginning of summer 

program, with one additional installment due mid-way through summer school.   Space is 

limited and enrollment is first come/first served. 

15. Late Pick-up Fee: A fee will be assessed and payment due on the day you are late at the rate of  

$6.00 for the first 10 minutes and an additional charge of $2.00 per minute for children left at  

the center after 5:40 p.m. 

16. Bounced Check Fee: A fee of $50.00 will be assessed for all returned checks.  Future payments 

must be made with a cashier’s check, money order or cash. 

17. Late Payment Fee: A fee of $25.00 will be charged if your payment is not received by the 10th of 

each month. 

18. Withdrawal Notification: A one-month (30 days) written withdrawal notice is required for all 

permanent withdrawals.  If sufficient notice is not given, there will be a charge for the additional 

month.  There will be no refunds in tuition after the start of the program.  No exceptions.  

19. Dismissal: The school reserves the right to dismiss any student who, after an adequate period of 

time, is not benefitting from the program; for failure to comply with existing center/university 

policies, and/or situations that present a risk to the health, safety, or well-being of children, staff 

or the program; or for non-payment of tuition and fees. 

20. Absences:  The absence of children from school for any reason including but not limited to 

family vacations, disciplinary reason, suspension or sickness, does not relieve the undersigned 

from their contractual obligation to pay the entire tuition. 

21. Signatures: Parents/Guardians who have agreed to be financially responsible under the terms of 

this contract will be responsible for any remaining balance.  Signatures of all parents and/or 

guardians financially responsible for the student named on this contract are required. 

22. ODJFS Subsidized Families: The parent is responsible for tuition.  Failure to swipe your card will 

result in tuition fees due in full. 

 

I have read, understand and accept the Financial Policies listed above. 
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_______________________________________   
Student Name-Please Print Clearly  
 
___________________________________    ________________________________   ___________ 
Parent/Guardian Printed Name   Parent/Guardian Signature  Date 
 
___________________________________  _________________________________  ____________ 
Parent/Guardian Printed Name                 Parent/Guardian Signature                Date 
 

           
Director, Amanda Hedrick   Date 

 
Shawnee State University Children’s Learning Center 

TUITION AND FEES CONTRACT FOR THE 2016-2017 SCHOOL YEAR 
Student’s Name: ___________________ ________________________________ 
 
Please enroll my child in the following: 
 
 Session     Time     Tuition 
 
_____Before School Care   7:30 a.m.-8:30 a.m.   $_________ 
_____Regular School Day   8:30 a.m.-3:30 p.m.   $_________ 
_____After School Care    3:30 p.m.-5:30 p.m.   $_________ 
                                                                                        Supply Fee (non-refundable) $_________ 
                     Discount (if applicable)    $_________ 
                     Total amount due            $_________ 
                     Monthly payments          $_________ 
        
Payment Plans:  Please check only ONE 
_____One Payment: Payment must be received on or before August 1, 2016  
_____ Two Payments: 

 1st Payment due on or before August 1, 2016 

 2nd Payment due on or before December 1, 2016 

_____ Ten Monthly Payments:  

 1st Payment due on or before August 1, 2016.  Subsequent payments (2-10) are due 

on or before the 1st of each month. 

Dr. Miller and Genevieve Toombs Children’s Learning Center 
Shawnee State University 

 

Available Tuition Discounts 
Documentation required for the application of any discounts. 

Please call the Office of Alumni Services at 351 3182 
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Eligible Tuition Discount             (Check All that May Apply) Available Daily Discount 

 Sibling Discount (second and additional) 
Discount not applicable to ODJFS/PELL subsidized tuition 

5% per child 

 Shawnee State University Faculty, Administration, Staff 5%  

   Shawnee State University Student/Non-Pell Eligible 5% 

 Pell Eligible/ODJFS Ineligible SSU Student Varies per family  

 ODJFS – Full Day Eligible  
(25 - 30 hours per week, 9:00 a.m. – 3:00 p.m.) 

Varies per family 

 
 

 
 

 
 


