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Wesley Christian Child Development Center Parent Handbook 

  

Welcome to Wesley Christian Child Development Center (WCCDC). We are pleased that you chose to enroll 

your child in our Center. We want you to be a part of our Center and your child’s education. Please read 

through this Parent Handbook and then keep it at home for future reference. If after reading you find that you 

have questions, please feel free to call the Center and speak to the director. 

 

We hope that your experience at our Center is a good one and that you are secure in the care that your child is 

receiving. Please communicate with us regarding any questions or concerns. 

 

Director 

Lynne Branham 

 

Assistant Director 

Amber Siemens 

 

Center Address: 

1212 West Calhoun St. 

Macomb, Il 61455 

 

Telephone: 309.836.9356 

Church Fax: 309.836.5522 

E-mail address: wesleydirectormacomb@gmail.com 

Website: https://www.macombwesleyumc.com/ministry/wesley-christian-child-development-center 

 

Hours of Operation: 

While in Phase 3 and Phase 4 of the Governor’s Reopening Plan, hours will be 8:00a-5:00p. 

 

 

The mission of Wesley Christian Child Development Center, a ministry of the Wesley United Methodist Church 

in Macomb, is to provide quality, developmentally appropriate, family-centered, Christian child care in a safe, 

friendly, supportive environment that promotes physical, emotional, intellectual and spiritual growth. All of the 

staff at Wesley Christian Child Development Center welcome you and your child to our program. It is the 

intention of the Center to serve the families of the community regardless of race, religion, or financial 

condition.  The following information is to help you and your child adjust to us and our facility as quickly and 

easily as possible. Most importantly, we would like to emphasize that if you ever have any questions, ideas or 

comments regarding Wesley Christian Child Development Center, please let us know. If the faculty or staff 

person to whom you wish to speak is unavailable, we will arrange a convenient meeting time. We are here to 

work with you to do the very best for your child. 

 

This Parent Guide contains important information that will help you understand the Wesley Christian Child 

Development Center’s philosophies, program, procedures and requirements. Please read each section carefully 

and keep the guide handy for future reference.  
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Information about the Center  

Wesley Christian Child Development Center is a nonprofit ministry of the Wesley United Methodist Church in 

Macomb. We began serving children of this community in March 1974. This Center is licensed by the Illinois 

Department of Children and Family Services. The Wesley United Methodist Church provides the Center with 

housing and utilities. The funds for all other operating expenses (salaries, furniture, equipment, food, education 

supplies, toys, phones and insurance, etc.) come from tuition and private donations.  The Wesley Christian Child 

Development Center works under the auspices of the Administrative Council of the Church who makes 

decisions and sets policy concerning general operation of the Center (e.g. tuition rates, payment policies, 

holidays, grants) with recommendation from the WCCDC Board.  

 

Wesley Christian Child Development Center uses the Abeka curriculum to provide a variety of learning 

experiences such as Christian and moral development, language development, reading readiness, music and 

movement, art, science, nature study, field trips and indoor/outdoor play. There are frequent, positive, warm 

interactions between adults and children, varied age-appropriate materials and regular communication with 

parents who are always welcome visitors. We provide programs for children ages 6 weeks through 12 years. 

Full-time care is provided until your child enters kindergarten and after school care can be provided to those 

children who attend Macomb Schools. 

 

Holidays that the Center Will Be Closed:  

One week in the Spring (TBD), Good Friday, Memorial Day, July 4th, Labor Day, Thanksgiving Day and the Friday 

after Thanksgiving, Christmas Eve and the week between Christmas Eve and New Year’s Day.  

 

Enrollment Kit  

Medical Form 

We require a completed Medical Examination and Immunization Record within three weeks of admission or 

notification of having schedule a doctors’ appointment. Please notify us when you update your child’s 

immunization record. The state requires that all children enrolled in day care centers must receive a physical 

examination at least every two years.  

 

Tuition Contract 

We require you to sign a tuition contract on or before the first day of attendance. This form explains your 

commitment to the Center. Please read it carefully and ask the Director if there are any questions. 

 

DCFS Pamphlet  

We will give you a pamphlet from the Department of Children and Family Services, as required by the State, 

upon enrollment. You will need to sign a receipt saying that you received this pamphlet and we will keep the 

receipt in your child’s file. 
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Enrollment Form 

We require an enrollment form and an information form upon enrollment. Please notify us of any changes in 

the information.  

 

Food Program Income Guidelines Forms 

Because we participate in a federal child care food program, we receive partial reimbursement for low income 

families that we serve. Please fill out and return these forms. One form is required of all families that other form 

is required only if your family income is lower than the guidelines listed in the letter. Only the director and or/ 

assistant director will see this strictly confidential information. If you family income is more that the guidelines 

listed, you do not need to complete the second form.  

 

Parent Handbook 

The Parent Handbook is given to all families upon enrollment. Includes policies, philosophies, procedures and 

requirements. This handbook should be read by parents and kept at home for handy reference. 

 

Contact Information Sheet  

This form will be kept separately for ease of contact in case of an emergency. Please complete and return on or 

before first day of attendance.  

 

Payment Policies and Fees  

Wesley Christian Child Development Center is a nonprofit center with the majority of our expense covered by 

tuition payments. Payment is due on the Wednesday preceding the week of service provided. It will be 

necessary to pay on the Wednesday before the week of service in order to take advantage of the $5 per child 

discount for timely payment. If paid even one day late, you will have to pay the full amount. It is permissible to 

pay ahead to prevent accidentally forgetting which would cause you to pay the higher rate. If we do not receive 

your payment by the Wednesday of the week of service, we will give you a notice to find alternate care for you 

child. 

 

A limited number of partial tuition grants, based on financial need are available for fall, spring and summer 

terms. Ask the director for more information if you wish to apply for the grant. 

 

While we only have full-time rates, we do not mandate full-time attendance. Your child can attend as many 

days/hours as your schedule requires. We do however suggest you bring your child before 9 a.m. since we have 

our structured activities between 8a and noon.  

 

Current Tuition Rates: 

All children 6 weeks- 23 months:  $185 

All children 24 months- 35 months: $170 

All children 36 weeks- 6 years old: $155 

• Families with more than one child will receive a $5 per child per week discount (Does not apply to the 

after-school rate). 

• All tuition fees are discounted $5 per week per child if payment is made by the Wednesday before the 

week of service. 
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• If your tuition is going to be paid by the government (such as DCFS or Child Care Assistance Program 

etc.), we will require a deposit equal to two weeks tuition before your child can be enrolled. You are 

responsible for your account, including any amount that the State of Illinois does not pay for any reason. 

If upon leaving, your account does not have a zero balance, you will be responsible for that amount and 

if not paid the balance will be turned over to collections.   

• Our staff deserves rest at the end of the day. We expect you to pick up your child and be out of the 

building by 5:30 P.M. If you are later than that time, we will assess a late fee of $1 for every minute for 

each child left in our care after 5:30 P.M. If you are continually late, we will require you change your 

child’s departure time.  

• We require you to sign a tuition contract on or before the first day of attendance. You may permanently 

withdraw your child from the Center by notifying the Director of Wesley Christian Child Development 

Center verbally and in writing at least two weeks before the last day of attendance. If you do not give 

two weeks’ notice, there will be a charge equal to two weeks of tuition.  

• Wesley Christian Child Development Center may cancel the contract for nonpayment of tuition and/or 

failure to meet Wesley Christian Child Development Center or Department of Children and Family 

Services requirements.  

 

Late Pickup Policy 

The Illinois Department of Children and Family Services require that all licensed day care centers have a policy 

regarding consequences if a child is not picked up from the day care at the agreed upon time. The following are 

the guidelines for such an occurrence. 

   

Late Fees: $1 late fee will be charged for every 1 minute per child after 5:30 p.m. when a child is 

still in the Center. 

 

After five minutes at 5:35 p.m. if the parent(s) have not contacted the Center with further instructions, the 

Center will then immediately try to contact the parent(s). The Center will try call each parent three separate 

times in the next five minutes.  If there is no contact made with the Center then we will immediately try to get 

in touch with the emergency contacts listed by the parents three separate times within the next 5 minutes. 

If by 6:00 p.m. there is no response from any of the above-mentioned persons, the Center will keep the child in 

the Center and call either the local police or DCFS hotline to turn the child over to their custody. The parent(s) 

will then be responsible for retrieving the child from the authorities. This in no way will reflect on the child and 

the matter will only be discussed among the adults. The provider will be responsible for the child until the 

outside authority, parent, or emergency contact arrives. 

 

Attendance and Escorting  

When you enroll your child, we expect that child to be in a regular attendance for the schedule agreed to by the 

parents and the director.   When withdrawal is necessary, we require you to give a two weeks’ notice.  

Regular attendance is important for the child’s development. If your child will not be attending on his/her 

scheduled day or will be coming in later than previously scheduled please call us no later than 10 a.m.  

Toddler and preschool curriculum instruction begin at 8 a.m. In order for children to receive the full benefit of 

our program and participate with the group activities, we ask that you have your child here by this time. 
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When the whole school goes on field trips, please have your child here at least 30 minutes before departure. 

Children may not remain at the Center during all-school field trips if they arrive late.  

 

You must bring your child all the way into the Center each day. It is not a good idea to just drop them off at the 

door. This is to ensure that the child is under the care of a staff person and not left alone. The person bringing 

and picking up each child must sign him/her out of the computer located in the entrance. This person must be 

16 years old age. If someone other that a parent or guardian picks up a child, you must give a written parental 

permission to a staff member before we will release the child. We will not release your child to someone we’ve 

not met without a photo ID. A staff member will sign in/out children arriving and leaving on a bus. 

 

Sign In and Out Procedures 

Children must be brought into the Center and signed in on the computers in the entryway. Then children should 

be released to the staff. Please talk to or make eye contact with your child’s teacher or another staff member as 

you drop your child off. When children are picked up the Center, be sure to sign them out on the computer. 

Inform the staff in the classroom that you are taking your child. Please note that as long as the child’s parents in 

on WCCDC premises, parents are still responsible for the child. 

 

Birth Certificate Requirements  

Parents with children enrolled in licensed day care centers are required to provide the center with a Certified 

Birth Certificate for their child within 30 days of enrollment. The parent will bring in an original Birth Certificate 

and the Director will copy the certificate.  The original will be returned no later than the next business day. 

If a certified copy of the birth certificate is not available, the parent or guardian must submit a passport, visa or 

other governmental documentation as proof of the child’s identity and age and an affidavit or notarized letter 

explaining the inability to produce a certified copy of the birth certificate.  Wesley Christian Child Development 

Center is required to notify the Illinois State Police or local law enforcement agency if the parent or guardian 

fails to submit proof of the child’s identity within 30 days of receiving this request. Wesley Christian Child 

Development Center will also report to the Illinois State Police or local law enforcement agency any affidavit 

received which appears inaccurate or suspicious in form of content. The Center will notify the parent in writing 

that the Illinois State police or local law enforcement agency has been notified. We will advise the parent or 

guardian that he/she has an additional 10 days to comply by submitting the required documentation.  

  

Child Custody Issues 

It is the Center’s intent to meet the needs of children especially when the parents may be experiencing difficult 

situations such as divorce, separation, or remarriage. However, the Center cannot legally restrict the 

noncustodial parent from visiting the child, reviewing the child’s records or picking up the child unless the 

Center has been provided with current legal documents. Copies of these court documents must be kept in the 

child’s file. 

 

Expectations 

What parents can expect from their child’s teacher: 

• Be knowledgeable. 

• Be open to parent feedback. 

• Treat my child as a uniquely important individual. 
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• Follow through with special instructions for my child. 

• Take all measures to ensure the safety of my child. 

• Create and/or implement developmentally appropriate curriculum.  

• Communicate regularly with parents about the classroom curriculum. 

• Assess my child’s development and make referrals if necessary. 

• Provide opportunities to confer about my child’s development. 

• Create a positive environment for all children in the class.  

• Treat parents with dignity and respect. 

 

What WCCDC expects from parents: 

• Be your child’s first teacher. 

• Communicate any relevant issues with your child’s teacher. 

• Be involved. Parents are in integral part of a child’s education- the quality of a childcare facility is related 

in part to the degree or parental involvement.  

• Respect classroom schedule and needs of all of the children in the class. 

• Develop consistency between home and school. 

• Attend parent/ teacher conferences. 

• Adhere to Center policies. 

• Ask questions.  

• Treat staff with dignity and respect. 

 

NAEYC code of Ethical Conduct 

The NAEYC Code of Ethical Conduct offers guidelines for responsible behaviors and sets forth a common basis 

for resolving the principle ethical dilemmas encountered in early childhood care and education. WCCDC staff 

adheres to the NAEYC standards and the following Statement of Commitment as a professional guide: 

 

Statement of Commitment 

As individuals who work with your children, we commit ourselves to furthering the values of easily childhood 

education as they reflect in the NAEYC code of Ethical Conduct. 

 

To the best of our ability we will: 

• Ensure that programs for young children are based on current knowledge of child development and 

early childhood education. 

• Respect and support families in their task of nurturing children. 

• Respect colleagues in early childhood education and support them in maintaining the NAEYC Code of 

Ethical Conduct. 

• Maintain high standards of professional conduct. 

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

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

• Continue to learn, grow and contribute as a professional. 

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

 



8 | P a g e  
 

Center Daily Schedule 

Open 7 a.m. 

7a-8a  Free play, gross motor, fine motor 

8a-11a  Small group activities in classrooms (may include Bible stories, language development, math) 

11a-12:15p Lunch (youngest to oldest) 

12:15p-1:00p Small group activities in classrooms (story time, fine motor activities, art) 

12:30p-3:30p Nap time (youngest to oldest) 

3:00p-4:00p Afternoon snack (youngest to oldest) 

2:45p-3:20p School agers arrive on the bus 

4:00p-4:30p Classroom activities/clean up 

4:30p-5:30p Free play (outside or in the Big Hall) until picked up by parents/ guardian 

 

*Each room’s schedule will vary depending on their age.  All schedules are posted in the classroom.  

 

Our Programs 

Wesley Christian Child Development Center has three distinct programs:  Infant/toddler program, toddler/two-

year-old program, and preschool program. Each child is placed in one of these programs according to their age 

and developmental level. Children are moved to the next room or program when they are old enough, are 

developmentally ready and there is space available for them.  The director or your child’s teacher will discuss 

your child’s placement in another group at least two weeks before the move takes place. 

 

Infant/ Toddler Program  

This program utilizes rooms 1 and 2 (see the floor plan at the back of this handbook). Room 1 is for your 

younger infants, children who are on their own schedule and who are less mobile. Children are in this room 

until they are 14-15 months. While in this room children are fed, nap and are awake according to their own 

schedules or the schedule that parents hope that they follow. Children’s diapers are changed at two-hour 

intervals (or shorter). The teacher keeps a record for you of how your child spent his/her day. This record will be 

available for you to take home with you at the end of the day and is also filed for our records. There are up to 

eight infants in this room with two fulltime staff. We do work toward not using a bottle after one year of age. 

We also work toward not using a pacifier at about the same age.  

 

Room 2 is our toddler room. In this room children are mobile or close to mobile. They are on table foods and 

using sippy cups, working on feeding themselves and as they get older, we will offer them cups without lids. By 

this age children are beginning to follow the same schedule as others in the group. A morning snack is offered 

at around 9 a.m., lunch is served at approximately 11 a.m. and then the children will then have an afternoon 

nap by 12:30. When children wake up from their nap, they will eat an afternoon snack. We have found that is it 

best for children at this age to no longer use a pacifier. Children at this age tend to take items from each other 

sharing a pacifier is not a good idea. Also, a pacifier can hinder language development when used too 

frequently. Children are usually in this room until they are two.  Children in this room use cots for their 

afternoon nap. This room will have 10 toddlers with 2 full time staff.  

 

 

 



9 | P a g e  
 

Two-year-old Program 

This program is housed in room 5 (See floor plan at the back of this handbook). Room 5 is for children from 24 

months – 35 months. There will be up to ten children in this room with enough staff to keep the ratio at one 

teacher per eight children. They will work on lots of self-help skills in this room:  drinking from a lidless cup, 

putting on their own clothing and shoes, and potty training.   The children will also have a Bible story, work on 

language development, learn their colors, and work on fine motor skills needed for writing. 

 

Three -Year-Old and Pre-K 3 Programs 

Room 7 is home to our “early 3” program.  Children in this room should be potty trained and have good self-

help skills.  They will work on art, music and movement, Bible stories, language development, character 

development, math, and pre-writing skills.  As children master developmental skills, they are transitioned to 

Room 6, the Pre-K 3 Program.  In this room children begin preparation for kindergarten:  further refinement of 

fine motor skills needed for writing, letter recognition, writing their names, math, science, art, music and 

movement and Bible stories.  Children will remain in the Pre-K 3 program until they evidence mastery of the 

skills necessary to be successful in the Pre-K 4 class. 

 

Pre-K 4 Program 

 

Children in the Pre-K 4 program will refine the skills necessary to be successful in kindergarten.  They will work 

on manuscript writing, language development, reading skills, science, art, music and movement, character 

development, and Bible study.   

 

Developmental Learning  

The infant and preschool years are the key period in a child’s intellectual life. This has been misinterpreted to 

mean that young children can read, do math and draw like adults. The staff at Wesley provide many preliminary 

activities that give children the experience needed to do more sophisticated skills. Before children can concern 

themselves with reading, writing and math; they must first learn about light, water, soft, language, their bodies, 

sensory awareness, etc. Activities are carefully chosen allowing for the developmental needs of each child. We 

give the children various levels of reading, writing, math and drawings as they are ready. Each teacher writes 

daily lesson plans for the group including evaluations.  

 

Age- appropriate activities not only lay groundwork for future learning, but they help to shape the child’s 

approach to life and attitude toward learning. The staff provides an atmosphere that is conductive to 

exploration, self-discovery and experimentation. 

 

The PROCESS of the activity, not the product is emphasized. COOPERATION, not competition is promoted. 

Children are given many opportunities to play, a vital part of a child’s development. Playing, pretending, 

squishing, painting, scribbling, daydreaming, developing friendships- all are activities that lay the foundation for 

and provide readiness to do later schoolwork and to function in the world.  

 

The following curriculum goals are incorporated into every classroom: 

• Enhancing fine motor and gross motor skills. 

• Fostering positive self-esteem. 
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• Supporting the development of social skills. 

• Strengthening communication skills necessary for listening, reading, writing and speaking.  

• Developing safe and healthy habits in young children. 

• Assessing the individual needs of each child. 

 

Room Assignment  

Placement of a child in a classroom is determined by age and developmental level. We want your child to be 

placed where his/her needs are met and their interests are challenged. While we do accept input from parents 

about assignments, the WCCDC director and teachers will make the final decision based on what is best for the 

child, other children, teachers and the Center.  When a child is ready to move to a new room and/or space 

becomes available for a child to move to the next room we will discuss a plan with you. We will give your child 

time to get adjusted to his/her new group if needed. The move will be gradual if needed. There will be a form 

sent home for parents to sign as well as the new and past teachers to sign so that everyone knows when the 

move will take place. 

 

Religious Education  

The uniqueness of the church program stems more from the “why we do it” than it does from the “what we 

do.” Because we believe that each person is worthy of love, acceptance and supports we provide many 

experiences to build a good self-image. We share our faith with children as we help them see themselves as 

person of worth. We care about each child as unique and special person. In this way children learn to value 

themselves.  

 

We help children practice the rule of love in all relationships. To love, for young children means to settle things 

with worlds, not fists or teeth. It means patience as you wait for your turn or for a work from the teacher. 

Christian Education is an atmosphere. As we celebrate Thanksgiving, Christmas, Easter and Birthdays there are 

opportunities to interpret these celebrations from a child’s perspective. We also include explanations of 

celebrations of other faiths such as Hanukkah or Passover. We sing a short blessing before meals and snack. 

Every week we will have a twenty minute developmentally appropriate Chapel service. We also have age 

appropriate Bible stories, music and other Christian based materials available for children. 

 

Socialization  

Aspect of positive socialization skills include making friends easily, convincing peers to accept ideas, relating to 

playmates, sharing materials, protecting own rights, using good manners, giving and receiving love and 

affection and dealing with problems without causing conflicts. Children will be encouraged to practice these 

aspects however; children are not born with the instinct to successfully do these things. We teach these skills by 

modeling and with a great deal of loving guidance, always considering the readiness of the child. Adults guide 

the children to promote positive social development. However, they also need the opportunity to interact with 

peers with minimal adult intervention.  

 

To provide sufficient opportunities for peer interaction to occur, the staff allocates time and space for process- 

oriented activities and play the minimal adult intervention (always maintaining maximum supervision). In this 

way the children, and not the adults, control the social interaction. Many more positive social interactions will 

occur during the block play, water play and dramatic play than during adult-oriented activity times. 
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Independence and Self-Esteem  

We encourage children to do simple task by themselves to develop progressing independence (a natural part of 

growing up) and foster positive self-esteem. The more independent and capable a child feels, the better he or 

she can deal with new situations. We consider the age and development of a child when we ask them to exhibit 

skills such as toileting self, washing, dressing, putting on shoes, wiping their nose, sharing toys, responsibility for 

possessions, feeding self, separating from parents, etc. Too much help hinders learning, too little help when 

needed discourages the child in his/her efforts. The staff is ready to help when a child asks for it or shows by 

other behavior that he/she needs it. Often a reassuring “you can do it” is all that is needed. 

 

Because we believe that each person is worthy of love, acceptance and support, we provide many experiences 

to build a good self-image. Creativity is encouraged through art, music, drama and play, expanding the child’s 

imagination and increasing confidence in his/ her own abilities. When we give children the opportunities to use 

paint, glue, crayons and other art materials in their own way, we encourage creativity. When we provide blocks 

and manipulative toys and children have to opportunity to use them imaginatively, we encourage creativity. 

When we provide musical experiences that free children to move, to think and to feel in ways that are 

expressive, we encourage creativity.  

 
Discipline & Guidance Policies 
 
All Wesley Christian Child Development Center employees are Mandated Reporters. Suspected cases of abuse 
and neglect must be reported to the hotline at 1-800-25ABUSE.  
 
Expectations of Wesley Staff 
This document serves to give our staff a set of expectations and guidelines when it comes to discipline and 
guidance. Consistency is important therefore we expect all of our staff to work together and create a peaceful, 
happy environment for all of the children. Caring for children is a big responsibility. It is important to teach 
children more than just letters, colors and shapes. We also need to guide, correct and socialize children toward 
appropriate behaviors. Promoting self-control, teaching children responsibility, and helping children make 
thoughtful choices are all achieved through positive guidance and discipline. Child care teachers who encourage 
appropriate behavior spend far less time and effort correcting misbehavior.  
 
Focusing on the development of the child while preserving a child’s self-esteem and dignity is the biggest part 
of effective guidance and discipline. Acknowledging a child’s efforts and progress (no matter how small or slow) 
is likely to always encourage healthy development. Patience, thoughtful attention, cooperation and a good 
understanding of a child are required to teach self-discipline. Staff at Wesley Christian Child Development 
Center will ONLY use positive guidance techniques.  
 
Preventing or reducing behavior problems can be done by knowing reasons a child might be misbehaving. The 
following are some possible reasons a child might be misbehaving:  

• They feel ill, bored, hungry or sleepy 

• Children want to test whether teachers will enforce rules 

• They experience different sets of expectations between school and home.  

• A child does not understand the rules, or are held to expectations that are beyond their developmental 
levels.  
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• They want to assert themselves and their independence.  

• They have been previously “rewarded” for their misbehavior with adult attention.  

• They lack accurate information and prior experience.  
 
Preventing misbehavior is not completely preventable. Children are likely to do things their parents and their 
teachers do not expect. But there are several things a teacher can do to help prevent misbehavior.  

• Help children see how their actions affect others. 

• Encourage children often and generously.  

• Say “yes” whenever possible.  

• Build children’s images of themselves as trustworthy, responsible and cooperative.  

• Encourage self-control and independence by providing meaningful choices (“You may pick up the blocks 
or the table toys.”) 

• Set clear, consistent rules (walking feet, gentle touches)  

• Make certain the environment is safe and worry-free.  

• Show interest in the child’s activities. (participating in activities with the children so they stay interested 
for longer periods)  

• Focus on the desired behavior, rather than the one to be avoided (Ashley, please use gentle touches 
with your friends)  

• Give clear directions, one at a time.  

• Notice and pay attention to children when they do things right (“Joey is playing so nicely. I like it when 
you keep the blocks on the rug.”) 

• Set a good example (using a quiet voice when children should be quiet)  
 
The following are techniques for guiding children: 

• Generally, it is a good policy to wait to offer assistance to a child until he requests it or shows that he 
needs it. Often a reassuring “You can do it yourself,” is all that is needed. Too much help hinders 
learning; too little help, when needed, discourages the child in his efforts. Be ready to help whether he 
asks for it or shows by other behavior that he needs it. 

• Speak when necessary, but avoid excessive “chatter.” Speak calmly, distinctly, and simply, but do not 
“talk down” to children. 

• Speak at the child’s level: Secure the child’s attention before giving him directions. Stoop or squat to his 
physical level to secure his attention if necessary. Before telling a child what to do next, give him time to 
finish what he is doing and also a chance to show whether or not he needs further directions. 

• Use positive directions and suggestions instead of “don’t.” 

• Consistency: Be consistent in treatment. The child should know that certain results will always follow a 
given action. 

• Be logical: If reasons are given for requests or directions, they are logical from the child’s viewpoint. 

• Be Clear and concise: Be clear whether or not you are offering the child a choice. When there is no 
choice, state your request as a statement instead of a question. 

• Discourage competition. It leads to antagonism and arguments. Satisfaction from achievement is a 
higher and more permanent motive. 

• Be objective. Try not to let your own emotions and feelings affect your guidance of the children. 

• Be calm, poised, confident. The child reflects your attitude. Do not stand waiting for a child to respond 
after giving him suggestions, but keep it in mind to follow up if necessary. 

• Redirecting: Redirect undesirable activity instead of emphasizing undesirable behavior. 

• Make use of the play spirit. Be imaginative. 
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• Make self-correction by the child possible. 

• Give opportunities for legitimate attention. 
 
Specific Techniques 
 
These techniques work: 

• Speak in a calm, kind voice 

• Speak directly to the child 

• Speak in short meaningful sentences which a child can understand 

• Try to express your request in a positive way. 

• Get down to the child’s eye level. 

• Answer the child’s questions. 

• Keep your voice and facial expressions pleasant. 
 
These techniques do not work & will not be tolerated: 

• Making fun of the child. 

• Calling the child inappropriate names. 

• Giving the child a choice when he/she cannot have one. 

• Calling to a child from across the room. 

• Comparing a child with another child. 

• Being dishonest with a child. 

• Making the child feel inferior. 

• Using force or being physical with a child.  
 

Discipline 

Discipline is an attitude, not a technique. The first goal of discipline is to teach the child socially acceptable ways 

of dealing with his or her own feelings. We apply nonphysical methods of discipline which are non-judgmentally 

used. The second goal is to introduce our positive discipline methods to parents, because when there is 

consistency between methods used at home and those used at school, there are more positive results.  

 

Our staff speak to children on their level figuratively and literally. The staff at Wesley try to use positive 

directions and suggestions whenever possible instead of “don’t” or “no” commands. Instead of emphasizing 

undesirable behavior, we attempt to redirect to a more positive behavior.  

 

When there is conflict, the teachers may guide children toward more appropriate behavior choices by using 

reflective discipline. This technique helps children think about their feelings and the feelings and intentions of 

others. The teacher asks questions designed to provide the child with information leading to a better 

understanding of the consequences of his or her actions, i.e. “How do you think Kevin felt when you bit him?”  

 

Children see themselves through the eyes of the adults around them. If we show them love, they will give it. If 

we show them respect, they will give it to themselves and others. We emphasize the rights and encourage 

respect of others and their property, using words as opposed to hitting and screaming. We emphasize logical 

consequences for the child’s actions and behaviors. Whenever possible, we give the child the choice of either 

participating and cooperating or sitting out the activity (a time out system.) 
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If a child is unable to control his or her behavior, the teacher will have the child take a “time out” from the 

group. The time out will consist of a brief time away from the activity of the group, but in the same room. The 

length of the time out will depend on the age and developmental level of the child (approximately one minute 

for each year of age.) If the child continues to be unable to control his/her behavior within the group, we will 

remove the child from the group to the office area with the Director until he/she can compose himself/herself. 

The length of time in the office with the Director will vary depending on age and developmental level of the 

child (approximately one minute for each year of age.)  

 

Occasionally, a child will experience difficulty in adjusting to or abiding by certain rules of behavior in a group 

setting. If your child is experiencing difficulty, you may be called to remove your child if his/her behavior 

prevents us from being able to properly care for the other children. Examples of said behavior include but are 

not limited to aggression against teachers or other children, extended disruption of learning activities, and 

running away from teachers or attempting to leave the Center. For continued behaviors, you will be notified by 

your child’s teacher and a conference will be scheduled. The teachers, along with the director, will work with 

you to resolve the situation. If your child continues to display negative behavior, putting himself/herself, other 

children or the staff at risk of physical harm, or is damaging Center property, the Center reserves the right to 

dismiss your child. 

 
Expectations of Staff from the DCFS regulations:  

1. Staff shall be able to demonstrate the skill and competence necessary to contribute to each child’s 
physical, intellectual, personal, emotional, and social development. Factors contributing to the 
attainment of this standard include:  

a. Emotional maturity when working with children; 
b. Cooperation with the purposes and services of the program;  
c. Respect for children and adults; 
d. Flexibility, understanding and patience; 
e. Physical and mental health that do not interfere with childcare responsibilities; 
f. Good personal hygiene; 
g. Frequent interaction with children; 
h. Listening skills, availability and responsiveness to children; 
i. Sensitivity to children’s socioeconomic, cultural, ethnic and religious backgrounds, and individual 

needs and capabilities;  
j. Use of positive discipline and guidance techniques; 
k. Ability to provide an environment in which children can feel comfortable, relaxed, happy and 

involved in play, recreation and other activities.  
 

2. Child care staff, in addition to meeting the requirements above shall generally demonstrate skill and 
competence necessary to assume direct responsibility for child care including:  

a. Skills to help children meet their developmental and emotional needs; and 
b. Skills in planning, directing, and conducting programs that meet the children’s basic needs.  
c. Child care staff shall be willing to participate in activities leading to professional growth in child 

development and education, and in training related to the specific needs of the children served.  
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Staff Disciplinary Procedure 

Disciplinary action for the abuse of a child/children up to and including immediate termination may be at the 

discretion of the director.  

 

Information About Children Biting 

In even the best child care programs, periodic outbreaks of occur among infants and toddlers, and sometimes 

even among preschoolers. This is an unavoidable consequence of young children in group care. When it 

happens, it can be frustrating and very stressful for children, parents, and teachers. But however unfortunate, it 

is a natural phenomenon, not something to blame on children or teachers, and there are no quick and easy 

solutions to it. The best solution involves parents and teachers supporting each other and working towards the 

same goal in the same ways.  

 

Children bite for a variety of reasons: simple sensory exploration, panic, crowding, seeking to be noticed, “cause 

and effect” experiments, or intense desire to have a toy. The impulse to bite is very similar to the impulse to hit. 

It’s a reaction. Repeated biting becomes a pattern of learned behavior that is often hard to extinguish because 

it does achieve the results: the desired toy, excitement or attention. Appropriate behavior is something we help 

the children learn.  

 

Here is what we do to try to stop the biting behavior:  

• When a child is bitten, we avoid any immediate response to the child who did the biting that would 

reinforce the biting, including negative attention. The biter is immediately removed from the situation, 

with no show of emotion and caring attention is focused on the victim. The biter is not allowed to return 

to play for a moment and is talked to on a level that he/she can understand and then redirected to 

another activity.  

• We look at the context of each biting incident for patterns. We look to see if there was crowding, over 

stimulation, too few toys, too much waiting or any other reason for frustration. In addition, we ask 

ourselves if the biting child is getting enough attention, care and appropriate reinforcement for not 

biting or does the biting child need help becoming engaged in play.  

• We work with each biting child on resolving conflict or frustration in an appropriate manner.  

• We try to adapt the environment so as to minimize crowding and reduce frustrations. We offer cold 

teething rings for an acceptable alternative to bite, plus the cold can reduce pain that accompanies 

teething.  

• We work with the parents to understand the situation and to reinforce the concept at home of “We do 

not bite our friends,” “biting hurts,” and “we use our teeth for food.” Support from parents is a must. 

Parents and caregivers need to be consistent with how they are responding to the biting behavior.  

• We make special efforts to protect potential victims.  

 

It is our job to provide a safe environment where no child needs to hurt another to achieve his or her needs. 

The name of a child that is biting is not released because it serves no useful purpose and can make an already 

difficult situation more difficult. While biting is a horrifying stage some children go through, it is however a 

normal part of development that has virtually no lasting developmental significance.  
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A child who bites is not on a path toward being a discipline problem or a bad person. What can help the most 

are immediate logical consequences; being deprived of what he or she sought, removal from the situation, and 

denial of positive outcomes to the biting, such as adult attention. Delayed punishment at home is not 

something a young child will understand. Some children can become stuck in a biting pattern for a while. This 

can be frustrating for the parents of the victim and the biter. We strive to make the program work for all 

children.  

  

Parent and Staff Communication 

Regular communication between parents and staff is important to meet the individual needs of parent and 

child and enhance the ongoing programs of the center. Some communication methods we use are newsletters, 

conferences, parent boards, teacher notes, the Remind App for texting, and verbal reports. It is our goal to 

express to parents out philosophy and work positively with parents to incorporate and accommodate their 

needs. We hope you will communicate to us with any concerns or ideas for the center and any changes in your 

family routine. We will provide and encourage opportunities for interaction with parents, brothers, sisters, and 

other relatives in the facility.  

 

Parents, the director and teachers have the opportunity to exchange information regarding the children twice 

daily, during arrival and departure. This is important in providing continuity between the child’s family 

environment and the child care settings, the staff will gladly answer any questions or help with any problems 

parents may have regarding their child. If time beyond the arrival/departure will would be helpful, we will 

schedule a more in-depth discussion. Parent/teacher conferences enable parents and their child’s teacher to 

discuss the general development and goals for the child. Parents and teacher may work out a mutually 

agreeable time to conference.  

 

We will post notices of upcoming events on daily board areas in each classroom. Please take the time to read 

these so your child won’t be left out of special activities. We often tape notices on the child’s lockers for you to 

take home. There is also a newsletter given to every family on a regular basis. This contains important 

information about upcoming events and many other aspects of our program. Our teachers will post daily 

information about your child’s group activity.   

 

Confidentiality  

We will respect your privacy at all times. Information about you and your child will not be given to anyone 

without specify written permission from you. 

 

Surveillance Camera Policy  

Reason for Policy and Function of Cameras 

1. The purpose of this policy is to regulate the use of surveillance cameras to protect the legal and privacy 

interests of Wesley Christian Child Development Center (WCCDC). 

2. The function of surveillance cameras is to assist in protecting the safety and security of all children, staff 

and property of WCCDC. The primary use of surveillance cameras is to record images in order to 

monitor activities and interactions of the staff and children to ensure that WCCDC is providing the 

highest quality of care. 
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3. The exterior surveillance cameras will be used to identity visitors at the doors during WCCDC hours and 

to monitor the playground areas. 

 

Camera Placement, Privacy Issues and Surveillance Coordinators  

1. Surveillance cameras may be installed in common areas where the monitoring of either people or 

property would be enhanced. 

 

2. When appropriate, cameras may be placed inside and outside of the building 

 

A. Cameras will be used in a professional, ethical and legal manner consistent with all existing church 

policies and daycare policies. 

B. Camera use will be limits to situations that do not violate the reasonable expectation of privacy as 

defined by law. 

C. Cameras will only record video, with no audio, to ensure privacy required by the current Illinois 

Statutes. 

D. The cameras are motion sensory, so they record only when motion in the immediate area are 

detected. 

3. The monitor for viewing of the cameras will be kept in the WCCDC Assistant Director’s office and will be 

secured from general viewing at all times. 

4. The installation of additional surveillance cameras must be approved in advance by the Trustees with 

input from the pastors. 

5. The Senior Pastor, Associate Pastor, Chairperson of the WCCDC Board and the WCCDC Director will 

function as the Surveillance Camera Coordinators.  

 

Policy for Viewing of Surveillance Camera Data  

1. Only authorized personnel, as determined by this policy and authorized by the Surveillance Camera 

Coordinators, will have access to Surveillance camera data. 

2. Surveillance Camera Coordinators will have access to all surveillance camera data. 

3. WCCDC parents and or guardians may request to view specific recorded surveillance camera date if they 

have a concern that invokes the health, safety or will being of their child and viewing the date will help 

to clarify the situation. A surveillance Camera Viewing Request form must be completed by the parent 

and or guardian and be summitted to the Wesley Church main office.  

4. WCCDC staff may request to view or have Coordinators review specific recorded surveillance camera 

date if they have a concern about the health, safety or well being of WCCDC children involving their or 

other staff members’ job performance and if viewing the date will help to clarify the situation. A 

surveillance camera viewing request form must be completed by the staff member and submitted to the 

Wesley Church main office.  

5. When a surveillance camera viewing request form bas been submitted to the Wesley Church office, at 

least two surveillance camera coordinators will review the request and respond to the person 

submitting the request within three business days. 

6. At least two coordinators need to be represented with the parent or staff member when surveillance 

data is reviewed. Whenever surveillance camera data confirms an incident has occurred that appears to 

negatively affect the health, safety or well being of a WCCDC child or staff member or an incident has 
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occurred that appears to be a breach of the WCCDC Discipline and guidance policies or of State licensing 

rules, the pastors will be notified.  

7. If an emergency situation occurs on the WCCDC premises that requires law enforcement, medical or 

Illinois agency personnel to be contacted, authorization to access the surveillance camera date must be 

obtained from one of the pastors. Data can be shared with law enforcement or Illinois agency 

personnel.  

8. If a recorded event it warranted, it can be archived on the recommendation of the WCCDC Director and 

or Senior Pastor. Archived footage will be retained for one year or indefinitely if there is an ongoing or 

possible legal proceeding. 

9. Video recordings will routinely be kept for a period of 28 days. 

10. Requests to release information obtained through surveillance cameras must be submitted to a Senior 

Pastor. 

 

Parent Involvement and Volunteering.  

Volunteering and parent involvement enhance any day care program. Many continuing programs at Wesley 

Christian Child Development Center depend upon parents who volunteer their time and talents. We encourage 

you to become involved in our program as often as you are able, and in ways in which you are most comforable. 

There are many ways that parents have helped out in the past: help with fields trips, repair and paints toys and 

equipment, talk to children about an occupation, hobby or family customs, sewing and mending etc. We 

appriciate your help and the kid think it’s great, too. 

 

Separation  

• Please remember that all children feel some anxiety and fear when they first enter a new program, even 

when they have previously attended another program. During the adjusment period (which can last 

several weeks or longer), children look to their parents for reassurance that they are safe and that you 

are confident about their ability to handle this new enviroment. Talk positively about this experience. 

Your behavior and feelings probably constitute the most critical factor in helping your child make the 

adjustment. 

• Try to allow enough time to avoid rushing-both in the morning and in the afternoon. However, while it is 

important to get your child settled before you leave, it is also important for your child to understand 

that you really are going to leave and will return in due time. Crying is often an expression of reluctance 

to let you leave rather than actual fear or anxiety related to school. Lingering may imply to the child that 

you do not really have to go. 

• If your child is upset when it is time for you to leave, take him or her to a teaher. The teacher will take 

your child, provide immediate reassurance as parent leaves, will deal individually with each child and will 

involve them in activities. Feel free to call any time to see how your child is doing. If your child 

experiences some seperation anxiety, bringing a photo of the parent(s) at work (either at home or away 

from home) can help. The child can then look at this picture and be reassured of where you are and 

what you are doing while he/she is at school. 

• Don’t feel bad about leaving a crying child with a staff member. We understand that separating from a 

parent can be upsetting to a child and we are all trained to deal with this stressful situation. We also 

understand that it can be upsetting to you, the parent and we can give you reassurance also. 
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• We encourage you to spend time with your child at school whenever you can. Remember to check the 

calendar to see if there are any special activities that day. 

• Give your child ample time at the end of the day to share with you things that happened to him/her at 

school. This will show that the things he/she experiences at school are important to you. 

 

Health 

If your child becomes ill or injured while at school, we will ask you to pick him/her up as soon as possible (within 

45 minutes). This is so we may stop the spread of a contagious disease to the other children and/or enable you 

to seek medical advice as you deem necessary. A child who is sick with one condition is more likely to contract 

another disease, so their prompt pick up is just as much for the safety of the  sick child as the others still in the 

Center. Of course, we will give immediate first aid and we will make the child feel comforable as possible until 

you arrive. You will need to plan for temporary alternate sick care if your child is not able to return to school. 

Any ill child must be symptom free for 24 hours before returning to school (ex: no diarrhea,fever-without 

Tylenol, Motrin and vomiting for at least 24 hours). Any child who is ill or has a contagious disease should not 

attend school.  

• Fever is over 101° F under the arm- must remain out of the center for at least 24 hours without fever 
(Tylenol, Motrin, Advil and other such products will lower your child’s temperature and your child may 
feel better, but your child must remain fever free after the medication wears off).  

• Diarrhea- No diarrhea for 24 hours. 

• Rash combined with fever over 101°- at least 24-hour symptom free.   

• Unusual lethargy, irritability, persistent crying, difficulty breathing or other possible signs of illness-
remain out until symptom free. 

• Vomiting 2 or more times-24 hours without vomiting. 

• Purulent conjunctivitis (Pink eye)- 24 hours after treatment has been initiated.  

• Impetigo- 24 hours after treatment has been initiated. 

• Strep throat-24 hours after treatment has been initiated and until the child has been without a fever for 
24 hours. 

• Mouth sores associated with the child’s inability to control his or her saliva- until the child’s physician or 
the local health department states that the child in noninfectious. 

• Rash with fever or behavior change- at least 24-hour symptom free.   

• Head lice- until the morning after the first treatment.  

• Scabies- until the morning after the first treatment. 

• Whooping cough (pertussis)- until 5 days of antibiotic treatment have been completed.  

• Mumps- until 9 days after onset of parotid glad swelling. 

• Measles- until 4 day after disappearance of rash.  

Please find temporary alternate care for your child until he or she is able to return to WCCDC. It is important to 
keep your child at home until the symptoms are gone, not only for your child’s health, but also the health of the 
other children and staff.  
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We ask to immediately report any illness to the Center staff for protection of the other children. Parents and 
staff members should notify each other if a child is exposed to a contagious disease. We are required to report 
contagious illness to the McDonough County Health Department.  

Our staff may give prescription and nonprescription medicine ONLY if a parent completes a medication 
permission slip. The parent is responsible for updating the slip every week. We cannot give medication if the 
dates are not current and if the entire form is not filled out completely. 

If your child cannot go outside for any reason, please send a note to the effect from your doctor. We may go 
out any day that the temperature is above 20° and it is dry. Children need to be prepared each day with the 
appropriate outdoor wear. Children who are too sick to go outside should remain at home. 

During the first year that a child attends a group day care center such as Wesley, their bodies are working very 
hard at building up immunities to different germs. During this time a child will get sick more often then if they 
were in an environment with fewer or no other children. Although it can be difficult for parents because their 
child is sick, it will get better. The second year a child is at the center they are sick much less frequently and the 
third year their immunities are so much better that they are only sick sporadically (usually equivalent of what an 
adult would be sick). We see this over and over again and it really will get better. The good part of this is 
children will have built up their immunities for when they go to school.  

Please see that your child receives the following vaccinations as close to the recommended ages as possible. 
The vaccines can prevent serious and sometimes fatal diseases. The State of Illinois requires all of the following 
tests and vaccines in order for your child to attend day care centers and later public school. 

Please follow your doctor’s recommended ages for the following vaccines: 

• DTP, Polio, & HIB 

• Chicken Pox vaccine 

• Tuberculin test (TB) and lead screening 

• MMR-Measles, Mumps and Rubella  

Upon arrival each day please take your child to wash his/her hands. It is always a good idea to wash hands upon 
arrival and even departure to get rid of germs. This helps to limit the number of germs that are carried into the 
Center and home from the Center.  

Use of Therapeutic Services (speech, physical therapy) 

If your child needs therapeutic services such as speech or physical therapy while they are at the Center this is 
perfectly acceptable. We just need you to follow some simple guidelines. On the first day that the service 
provider comes to Wesley please notify us of his/her arrival beforehand. Give us the person’s name and what 
type of service they will be providing. The service person will need to provide ID. If the therapeutic service is to 
be done in the room with the Wesley teachers present no other steps need to be taken. But if the therapeutic 
services need to be done in a different room then the service person will need to sign out your child and he/she 
will be solely responsible for your child while the therapeutic service is being provided. Once the therapy is 
over, the child will need to be signed back in and turning to the classroom. It’s important that the service 
provider lets the teachers know that the child had returned.  

Pesticide application 

Parents and guardians of children enrolled at Wesley will be notified of pesticide application at least a 2-days 
before the pesticide application.  
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Observation and Supervised Instruction by WIU & SRC Students  

Very rarely Wesley is asked to allow WIU or SRC students to observe the children at Wesley. While here, the 
students are only allowed to observe. The children are still under the direct supervision of the Wesley Staff.  

Emergency Situations 

In the event that an emergency situation arises while your child is at Wesley, we follow an emergency 
procedure. The emergency procedure is as follows.  

• Staff person present makes initial assessment of injury, giving first aid as indicated. 

• The nature of the injury is shared with the director or assistant director and further procedures are 
under their direction. 

• In the case of serious bleeding, suspected fractures, head injury with additional symptoms. 

-Parents are notified immediately to allow them to secure additional medical care for the child. 

• If the parent cannon be located, the person(s) listed on the enrollment form to be notified in the event 
of an emergency is called.  

• If no such person is available, a staff person shall be designated to take the child to the Emergency 
Room of the McDonough District Hospital taking the signed parental permission form for the 
emergency treatment of the child. In the event of an injury requiring immediate medical attention, an 
ambulance will be called and then the parents will be called to meet the ambulance at the Emergency 
Room.  

• Any injury requiring treatment at the day care will be recorded in the log book indicating time of injury, 
place occurred, method of treatment, and staff person treating the child. An accidental report is always 
filled out no matter the gravity of the injury.  

• WCCDC does not provide medical insurance and all costs are the responsible of the parents as their 
signatures on the insurance waiver of the enrollment for attest to.  

• Staff at Wesley Child Care are required to complete courses in CPR & First Aid.  

Clothing  

Wesley Child Care T-shirts should be worn for all field trips. The bright colors of these shirts enable us to easily 
locate Wesley children and keep them with the group. The Center name on the shirt ensures that the child 
would be returned to our group much easier if he/she should become separated. Ask a staff member about the 
purchase of a Wesley T-Shirt.  

Please dress your child in clothing appropriate for active play indoors and out. Children will be taken outdoors 
for part of each day, weather permitting. Preschool and school age children may go out as long as the 
temperature is 20° and it is dry. When choosing clothing for your child to wear to school, please remember that 
painting, and messy/sensory play are available to the children daily. Other activities such as cooking, gluing, 
drawing with markers, and experiencing various things are regularly offered. We always require the children to 
wear paint shirts over their clothing during messy times, but that does not guarantee spotless clothing. At lunch 
time, we encourage independence, but for some children neatness while eating takes a little while longer to 
master.  

Bring and leave a change of clothes for your child, clearly labeled with her/her name or initials. Children who 
are toilet learning need many changes of clothing- including extra socks and shoes. Feeding times for infants 
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and toddlers can also be very messy times. Even older children spill, get spilled on, fall in the mud or snow, sit in 
a puddle, or any number of things that would require them to change their clothing. 

Open-toed, heeled shoes and sandals are not to be worn by children at Wesley. During active play at school, 
feet are not protected by these types of shoes. We do not recommend shoes with lots of holes in them such as 
crocs. These shoes fill with sand and or wood chips and children spend more time taking their shoes off to 
dump them out then they do playing. Children wearing cowboy boots, or snow boots have a difficult time 
playing on our climbing equipment and can get seriously injured, so please send a separate pair of gym shoes if 
these are worn. 

Diapering  

Parents must provide disposable diapers for children not toilet trained and attending the infant and toddler 
program. The staff will notify you when your child’s supply is low. The parent must supply any special lotions 
which must be labeled. Each family must also supply two refill packages of pampers wipes each month. 

Toilet training  

When you feel your child is ready for potty training, we ask that you begin teaching at home during a 
weekend or vacation.   PLEASE NOTE:  We will only assist your child in potty training if you have successfully 
begun training at home for one week prior. 

 

We w i l l  follow through and encourage your child while in care.   Potty training will be done in a relaxed 
manner with the cooperation of the family.  We require that the child be at least 2 years of age and must 
also show signs of readiness (Please read the Potty-Training Readiness on the next page). Positive 
reinforcements and consistency must be continued at home. 

 
Proper Clothing 
Do not bring your child in panties or underwear until you have talked to your child’s teacher and you both agree 
that it’s a good time to start potty training.  During potty training your child needs to be dressed in “user friendly” 
clothing as much as possible.  The best items are shorts and pants with elastic waist.  Please DO NOT dress your 
child in the following: 

 
• No tight clothing   

• No shirts that snap in the crotch  

• No pants with snaps & zippers 

• No overalls or bib type clothing  

• No belts 

• No one piece outfits 
 
The clothes listed above can make it difficult for your child to reach the potty in time.  Your child also needs 
to be able to pull his/her pants up and down and these items will hinder your child’s ability to do so. 

 
Required Supplies 

The following items are to be left at the childcare and replaced as needed.  Soiled clothes will be returned in a 
plastic bag at the end of the day: 
 

• Four (4) changes of clothing including socks (an extra pair of shoes if available)  
• Diapers or Pull-ups with reattachable sides: you will be notified when the supply is running low. (Please 

bring items in on a timely manner) (Reminder: If you bring pull-ups without reattach able sides you will 
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be asked to bring the correct ones back asap) (pull-up/diaper will be put on child for nap time) 

 

 Staff cannot wash out soiled clothing per regulations set by the Center for Disease Control. We are required to 
put soiled clothing in a plastic bag for you to take home and wash. 

 

Potty Learning Schedule 

For the first week, the child will be scheduled to use the potty at consistent times of the day whether the child 
indicates the need to use the potty or not. 
 
The child will be encouraged to use the potty every 30 minutes and then the time will expand. Upon arrival at 
the Center- parents need to have child use the restroom before getting dropped off with his or her teacher. 
 
Potty Training Readiness List  

• Stays dry for a long period of time  

• Can recognize when diaper is wet or soiled 

• Adult can recognize when child is moving his/her bowels (child is deliberately moving bowels) 

• Can undress and pull up his/her own pants--(Important because this is the work of the child not the 
caregiver) 

•  Initiates interest in using the potty and asks to wear underwear 

• Wants to be independent which is very important for the learning process 

• Child has an awareness and knowledge of the world beyond himself (this sign may seem unrelated 
to potty training, but it is a behavior that has been seen in children ready to use the potty) 

• Can follow three and four step instructions (this is critical for learning to urinate or move bowels, wipe 
himself and wash hands) 

• Can use consistent words or gestures to communicate 

• Is able to physically get to the potty and sit on it without help 

• Must show a willingness to want to sit on the potty and understand its function--will not be made to sit, 
if child cries, they may not ready to potty train. 
 

Important Things to Remember  

• Closed-toed shoes must be provided for all children, including mobile infants and toddlers so that they 
can safely go outside to play 

• Do not bring valuable or sentimental items to the Center 

• Label all items with your child’s name 

Snacks, Meals and Drinks  

We will post snack and lunch menus in the entryway on the bulletin board and in the snack room. State law 
requires that child care centers meet the high nutritional standards in the lunch and snacks served to the 
children. Due to this state requirement we cannot make special meal expectations for individuals unless we 
have a statement from a physician. Please speak to the director if your child has any dietary restrictions, even if 
they are temporary. You may provide a treat for your child birthday or for all-school events, but they cannot be 
homemade treats. Wesley must provide all of their foods eating at school. Generally, only bring in food, treats 
etc. that your child’s whole group can share. Any foods brought into Wesley must be store bought. If you are 
planning to bring a birthday treat, please notify us in advance. We try to provide snacks and meals that are low 
in sugar, salt and additives and if you have a question about what to bring, please consult with a staff member.  
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WCCDC does not provide breakfast. Please allow enough time in the morning for your child to eat before 
coming to school. You cannot bring breakfast into the Center for your child because we do not have enough 
staff to supervise one or two children at breakfast while the others are in another area of the school. It is also 
against Health Department rules which state that all food must be provided by the Center.  

Child and Adult Food Care Program 

WCCDC is enrolled in the Illinois State Board of Education’s Child and Adult Food Care Program. This program is 
designed to promote a balanced diet for infants and young children. We provide the children with a morning 
snack, lunch and afternoon snack. The components of the morning and afternoon snack include two 
components of the food plate. The components of lunch include four components of the food plate. 

All children are provided with the portion required for the first serving. Seconds are served as children finish. 
During morning and afternoon snack children are given one serving of juice and then as much water as they 
request. For lunch the children are given milk and can request milk or water for seconds. 

Children have access to water throughout the day besides meal times 

Snacks and Meals-Infants 

We will maintain a flexible feeling schedule to coordinate with the parent’s schedules at home and to allow for 
nursing infants. We will provide space for parents wishing to nurse to feed their infants. We provide one type of 
Iron-Fortified Formula for infants.  Please speak to the infant room teachers or director for the type of formula 
we are offering each day. With children just starting on jar food, we will work with you to adapt a schedule that 
works with your child. If you choose to use your own formula you should bring in clean bottles daily. Once the 
child is on table food the Center will provide all snacks and meals. We will post a monthly menu. We will allow 
and encourage children to feed themselves table foods. Each child will receive help and guidance during feeding 
times as needed. A staff person will hold each child while being fed a bottle. Children may not lie in bed with a 
bottle. 

Items from Home 

Children may bring items form home for sharing day, however, no toy weapons of any kind, gum, money or candy. 
There may be other special days (Hat day, bear day) when your child may bring in something from home. Children 
may bring and share a favorite book any day. You should label each item with the child’s name or initial. You 
should not bring toys or trinkets from home except on special days. 

You may distribute party invitations such as birthday on lockers only if everyone in the group is included. If that 
is not possible, please send through the mail or by phone. Materials and information must be approved by 
administration before distributed. This helps clarify information, protects confidentiality of children, parents and 
staff and alleviates parents and staff from being in a position of receiving materials that may not represent the 
mission of the center and Wesley United Methodist Church.  

Napping and Resting  

State law requires all children under six to rest, not necessarily sleep, on cots for a time of relaxation each day. 
During nap time, we read books and play quiet music.  All cots are put out at the designated nap time to provide 
children the opportunity to rest. Lights are dimmed and quiet music is played. All children are asked to rest quietly 
for no more than 25 minutes. After 25 minutes, children who are not able to sleep are provided a developmentally 
appropriate opportunity for an alternate quiet activity (reading, coloring, puzzles, etc.).  When staffing permits 
the appropriate staff-to-child ratio (as outlined in Section 407.190a), children who do not sleep are taken to an 
alternate location and provided guided activities that include art and motor skill development. In younger-aged 
classes, children who do not sleep or who wake early are provided with books or quiet toys on their cots. Children 
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may bring a stuffed animal, blanket and/or small pillow from home to facilitate resting and encourage relaxation. 
This is the time for children to unwind and help reduce stress. 

Grouping and Staffing  

 The group sizes and ratio of child care staff to children present at any one time shall be as follows:  

AGE OF CHILDREN STAFF/CHILD RATIO MAXIMUM GROUP SIZE  

• Infants (6 weeks through 14 months) 1 to 4 

• Toddlers (15 through 23 months) 1 to 5  

• Two years 1 to 8  

• Three years 1 to 10  

• Four years 1 to 10 

• Five years (preschool) 1 to 20  

Field trips  

Some examples of past field trips include area parks, the fire station, police station, restaurants, media stations, 
hospital, dentist, greenhouse, farms, nursing home and parents’ work places. These field trips are a great way for 
the children to learn about their community and meet people in various occupations and situations.  WCCDC does 
use the church vans. Parents are encouraged to help with field trips. Please contact the center staff/director if 
you can help us with field trip during the school year. When transporting Wesley Children, we follow the state of 
Illinois regulations. Children under two years will not be involved in field trips.  

Brushing Teeth 

Evidence shows the importance of good dental health and the benefits of teaching children how to clean their 
teeth properly. We supply the brushes which are kept in their own labeled bag and we provide both fluoride 
and fluoride-free toothpaste. Toothbrushes are not shared and will disposed of monthly. You may choose 
whether your child brushes their teeth while in our care. 
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WCCDC Board of Directors 

The Wesley Christian Child Development Center Board of Directors is composed of a group of dedicated church 
members, parents and the Senior and/or Associate Pastor. 

 

Darlos Mummert, Board Chair 

Holly Clauson-Parent Rep 

Sarah Grant-Parent Rep 

Jill Dunlap 

Denise Danowski 

Sandy Collier 

Rick Iverson 

Kim Lampitt 

 

United Methodist Church Staff 

Rev. Dr. Scott Grulke-Senior Pastor 

Melly Momo-Associate Pastor 

Belinda Breeden, Office Manager 

Tammy Powers, Secretary 

Brandi Phelps, Full time Custodian 

Brian Mason-Part time Custodian 

Kim Lampitt-Christian Education 

 


