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Marshall Child Development Center

Operating Policies Handbook

January 2001

Dear Parent(s)/Staff Member,

Welcome to the Marshall Child Development Center (MCDC).  The MCDC is a non-profit child-care center managed by the MCDC, Inc. to provide day-time care (6:45 am -5:45 pm) for children of employees at the Marshall Space Flight Center (MSFC).  The MCDC provides child-care for children from six weeks of age to kindergarten age.

The mission of MCDC is to provide a safe and stimulating learning environment for young children.  MCDC will nurture self-esteem; foster well being; facilitate social development; nourish and maintain emotional health; foster creativity; and encourage cognitive growth in and of the child.  MCDC will also work cooperatively with the parents and the community.

The MCDC, Inc. was incorporated under the laws of the State of Alabama as a non-profit corporation in April of 1990 for the purpose of providing quality child-care at reasonable rates to employees, both civil service and contractor, at MSFC.  The corporation is governed by a Board of Directors in accordance with the Articles of Incorporation and Bylaws.  The Board consists of members of the corporation.  Board positions are elected by members of the corporation during the month of March.  New officers take office the first of June.  The Board is responsible for conducting all of the business of the corporation, with the Director of the center handling the day-to-day operations.

The Internal Revenue Service has also granted the MCDC, Inc. a tax-exempt status, which makes all donations to the MCDC tax deductible.

Administration by the parents provides a unique opportunity for the corporation to solicit input for the operation of the MCDC. Parents and the MCDC staff are encouraged to provide constructive comments or concerns relating to the operation of the MCDC. The MCDC can only be continued and improved with the assistance and ideas of the parents and the MCDC staff.  We look forward to the opportunity of working with each of you to make the MCDC a center of which we can all be proud.

Board of Directors

MCDC, Inc.
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I.  Introduction

This handbook outlines the basic guidelines under which the MCDC shall be operated.  This handbook is not all encompassing but should answer the basic questions that a parent or staff member may have concerning the day-to-day operation of the MCDC.  If an operating policy is not stated herein, then the MCDC Director has the sole responsibility and authority for setting policies at the MCDC until the Board of Directors reviews and incorporates the policy into this handbook.  The Director is responsible for enforcing the policies set forth herein.  Parents and MCDC staff members have a responsibility to support the Director in ensuring the operating policies are followed and that the MCDC runs as smoothly as possible to provide a safe, comfortable atmosphere for all the children at the MCDC.


A.  Handbook Changes






The MCDC Operating Policies Handbook will be maintained by the Secretary of the MCDC Board of Directors.  This handbook can only be changed by a majority vote of the MCDC Board of Directors.  Recommended changes (by a voting member of the corporation) can be submitted to any member of the Board.  Once a recommended change is received, the Board must, at the next meeting, vote to accept, reject, or accept with change the recommendation.  The Board of Directors will provide a copy of all changes to this handbook to the membership within two weeks of the approval of a change.  The Board will provide feedback to the member submitting a recommended change as soon as possible following a vote.

B.  Membership to MCDC, Inc.





To become a member of the MCDC, Inc., a completed Membership Application form and membership fee must be submitted to the Registrar of the MCDC, Inc. Board of Directors.  Membership is open to all employees at the Marshall Space Flight Center (including MSFC government contractors), as well as, NASA retirees.  Membership (per family) must be renewed in September of each year.  The membership fee will not be prorated and is not refundable.  However, the fee for new members enrolling in August will be waived until the membership drive in September.  A person must be a member of the corporation prior to enrolling their child in the MCDC or placing their child on the waiting list.

C.  Registration


A registration fee and $150.00 pre-paid tuition are due prior to enrollment of a child.  The registration fee (per child) is collected each September.  The registration fee is not prorated or refundable.  However, the fee for new members enrolling in August will be waived until registration renewal in September.  A parent is allowed two weeks to pay the balance of the pre-paid tuition.
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II.  Administration


A.  MCDC Address/Telephone Numbers

The MCDC is located in Building 4494.  The mailing address is P.O. Box 9138, Marshall Space Flight Center, Alabama, 35812.  The primary telephone number is 544-8609; the alternate number is 544-8607. Eight additional numbers are available when calling from MSFC on-site:


Infant Rooms 
(Room A)
3-8613




(Room B)
3-3641


Creeper Room


3-8606


Toddler Rooms

3-8610


Two’s Rooms


3-8608

Three’s Rooms

3-8611


Four’s Rooms

 
3-8612


Kitchen


4-7595


B.  Operating Hours

The MCDC is open from 6:45 a.m. to 5:45 p.m., Monday through Friday, except on federally observed holidays and whenever the Redstone Arsenal is officially closed. Parents arriving with children prior to this time will be responsible for their children until 6:45 a.m.

During hazardous weather or other emergency situations, the MCDC will be closed when the MSFC is closed.  Similarly, if the MSFC delays opening for two hours, the MCDC will delay opening accordingly.  Parents are expected to pick their children up immediately when released from work due to hazardous weather closings.  The MCDC will close 30 minutes after MSFC employees are released from work.  During inclement weather, the Director will inform the parents of the operational status of MCDC by leaving voice messages on two phones at the center.  The phone numbers to call are 544-4898 or 544-7595. 


C.  Arrival and Departure






An authorized adult is required to pick up and drop off a child and sign the daily arrival/departure log recording the time and signature of the adult.  The center must have on file the names of all individuals authorized to pick up a child.  Driver’s licenses (or other valid, picture I.D.) will be checked to verify the identity of individuals unknown to the staff.  Parents should notify the center in writing when someone else will be picking up or dropping off a child so as to ensure the caregiver is aware of who is permitted to pick up or drop off the child that day.

Parents shall depart the MCDC with their children prior to 5:45 p.m.  A late fee of $5.00 for every 5 minutes (or a portion thereof) will be charged for each child that remains at the MCDC after 5:45 p.m.  If a child is picked up after 5:45 p.m. twice within four weeks, the Director will issue a letter of warning to the parents.  Picking up the child after 5:45 p.m. within four weeks of the warning will result in terminating the child’s enrollment.

If a child has not been picked up by 6:15 p.m. and the parents have not contacted the MCDC, the Director or staff member in charge will contact the emergency contacts.  If the center is unable to reach the parents or emergency contacts by 6:45 p.m., the Director or staff member in charge will contact the Department of Human Resources and the child will be placed in their custody.


D.  Tuition

Tuition will be determined by a majority vote of the members of the MCDC, Inc. in October of each year based on the projected costs for operating the MCDC for the next year.  The board may re-evaluate tuition at any time during the year if the budget necessitates. Unless otherwise requested, a receipt for child-care payments will be issued at the end of the year for use when filing family income taxes.  A full week’s tuition is due even if the child attends only part of the week.  Tuition will remain the same for weeks with federal holidays.

Tuition is due by close of business on the first working day of each week.  If payment is received after close of business on Tuesday of the current week, then a $5.00 late charge will be assessed per day until payment is made.  In the event of an emergency or illness, payment is due the first day the child is in attendance.  If a child will be absent for other reasons, tuition is due prior to the absence.  Failure to pay tuition after two weeks is grounds for terminating a child’s enrollment unless the Director agrees that an extenuating situation necessitates the need for different arrangements.   Parents whose checks are returned due to insufficient funds will be assessed a $20.00 service charge.

When a child will be withdrawn from the MCDC, the parents shall notify the Director no later than Friday prior to the last two full calendar weeks of enrollment.  A calendar week is defined as the five-day period starting with Monday and ending with Friday.  Tuition is due as long as a child is enrolled whether or not the child is in attendance.  If proper notice of withdrawal is given, the $150.00 pre-paid tuition can be applied to the last two weeks of a child’s enrollment.  If proper notice of withdrawal is not given, the pre-paid tuition is forfeited.

Additional tuition policies for drop-in care are listed in Section G under Enrollment.


E.  Liability Insurance






The MCDC, Inc. will maintain liability insurance coverage to the extent deemed necessary by the MCDC, Inc. Board of Directors in accordance with the Bylaws. This liability insurance covers incidents, injuries, or accidents which are proven to be the result of negligence by the center staff or a deficiency in the center’s equipment.  The liability insurance does not cover injuries which are not the result of negligence.

Parents with questions should contact the MCDC Director for information about the appropriate procedures for processing a claim.


F.  Licensing Standards






MCDC will meet or exceed the licensing standard prescribed by the Alabama Department of Human Resources in the Minimum Standards for Day Care Centers and Nighttime Centers. The MCDC will have a self-imposed inspection by an outside, qualified person twice a year.  This inspection will be used to notify the MCDC of any problems that we may have meeting DHR standards.  A copy of the licensing standard may be obtained in the front office at MCDC or by calling or writing:




Department of Human Resources




Office of Day Care




50 Ripley Street




Montgomery, AL 36130




(334) 242-1425
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III.  Enrollment


A.  Eligibility







A person must be a member of the MCDC, Inc. prior to enrolling their child in the MCDC or placing their child on the waiting list. Eligibility for children with special needs shall be evaluated on a case-by-case basis in accordance with the American’s with Disabilities Act (ADA).  Availability of enrollment shall be determined by the MCDC Director and the Registrar of MCDC, Inc. Board of Directors.  

Eligibility for enrollment is lost when a person is no longer a member of the corporation.  A person is no longer a member of the corporation when he/she is no longer employed at MSFC (except for NASA retirees) or when membership fees are delinquent.  Upon ineligibility, the parents will be given a maximum of four weeks to remove their child from the MCDC if there are waiting list candidates.  If there are not waiting list candidates, the child may remain in the MCDC until a waiting list forms or until the end of the membership renewal period.


B.  Priority

The following is a priority listing of eligibility into the MCDC:

Priority 1:
Siblings of currently enrolled children

Priority 2:
Dependents of MSFC (NASA gov’t) employees

and Dependents of MCDC employees

Priority 3:
Dependents of MSFC (NASA) retirees

Priority 4:
Dependents of MSFC on-site contractors

Priority 5:
Dependents of MSFC off-site contractors with badge and



decal access to Redstone Arsenal; and Grandchildren of



MSFC (NASA) employees/retirees*

*Note:  For MSFC off-site contractors wanting to join MCDC, MCDC will not help them acquire Redstone Arsenal access or access to MSFC buildings if their job does not previously require that access.  For the grandparents wanting to join MCDC, MCDC requires that badge access will be given only to the grandparents since they will be responsible for the grandchild when they are in the daycare.  The badge must not be given to the parents for ease of access to MCDC.  Also MCDC will not help the parents of the grandchild acquire Redstone Arsenal access or access to MSFC buildings since the grandparents will be listed as the primary contact for the child.     


C.  Waiting List

Waiting list(s) are established when there are more requests for enrollment for any given class than the MCDC can accommodate.  The official waiting list will be maintained and updated by the Registrar and always posted at the MCDC.  The Director will support the Registrar in updating and maintaining the waiting lists.  Members are added to the waiting list upon request.  Order within the various waiting lists is based on the date the request is received by the Registrar or the Director.  This date is recorded for verification.  

A member can be added to the appropriate infant waiting list upon knowledge of pregnancy.  An expectant mother may request that the Registrar withhold her name from the posted waiting list.  The “Anonymous” status will not be changed unless approval is received from the expectant mother.  If the member’s pregnancy status changes to where they are no longer eligible to be on the waiting list, then it is their responsibility to notify the Registrar or Director so that their name may be removed from the waiting list.

Parents who are adopting may be placed on the waiting list upon commitment to an agency for placement.  The “call me” date may be set as TBD and updated as specific information from the agency is received for child placement.

Information required for the waiting list includes:  Parent’s name, MSFC phone number, organization code, child’s month and year of birth (or projected), and a “call me” date.  The “call me” date is the earliest date at which the parent wishes to be contacted for an opening in the center.  This date is extremely important because if a slot becomes available and the parent’s “call me” date is later than the current date, that parent will not be offered that particular slot.  The “call me” date may be changed any time except when the slot is being offered.  The priority list (as defined in the Enrollment Priority section ) on which a child is initially placed is established at the time the request is made.  For example, a parent requesting child’s admission into the MCDC who has another child presently enrolled will have the sibling child placed on the Priority 1 Sibling Enrolled Waiting List.  Once a child is placed on the Priority 1 list, the child will not be removed from that list, even if the sibling leaves the MCDC.  However, if a parent has two or more children on the waiting list prior to enrolling a child, and one of these children is enrolled, then all siblings of that child will be moved to their respective Priority 1 waiting lists in the order of their original date on the list.  

If a child leaves the MCDC and does not have a sibling enrolled, that child will be placed back on the appropriate priority waiting list (which in this case would not be the Priority 1).

Waiting lists for each age group may exist for each priority in the Enrollment Priority section.  When a child on a waiting list becomes eligible for the next age group, the Registrar will transfer the child’s name to the next appropriate waiting list in the correct order based on the date the request was received.  For example, if a child is first placed on the waiting list as an infant and has not been enrolled when he/she is old enough to be in the creeper room, the Registrar will move the child’s name to the creeper room waiting list based on the date the request for enrollment was received.  This means that this child’s name could be placed above another child already on the creeper room waiting list.  

A child’s name will remain on the waiting list until:

     (1)  the child is enrolled in the MCDC;

     (2)  the child’s name is removed at the request of the parent

     (3)  the child is too old (i.e., kindergarten age) to be enrolled; or

     (4)  the parent is no longer a member of the corporation.


D.  Slot Openings

When a slot becomes available, the first parent on the highest priority waiting list for that class whose “call me” date has passed will be contacted and offered the slot.  If this parent declines the slot, fails to respond, or cannot be contacted within a reasonable amount of time, then the subsequent parents on the waiting list(s) will be contacted until the slot is filled.  Openings may sometimes be designated as hold slots.  These hold slots are used for planning purposes in all age categories at the MCDC to facilitate the promotion process throughout the year.

When a parent is contacted by the Registrar regarding an available slot, the parent must accept or decline the slot within 48 hours (to be called the “48 hour rule”.)  If the slot is accepted, the child must be enrolled no later than two weeks from the next Monday following acceptance of the slot.  If the child is not ready for enrollment at the end of the two weeks, the parent has the option to pay the weekly tuition fee in order to hold the slot until the child is placed in the MCDC, or to place the child’s name back on the waiting list as a new entry.  If a slot is declined one time, the child’s order on the waiting list will not change.  However, if a slot is declined twice, the child’s name will be moved to the bottom of the same waiting list.


E.  Enrollment Forms

Prior to a child’s enrollment at the MCDC, completed enrollment forms must be submitted to the Director.  These forms will be kept in the child’s folder.  Enrollment forms include:  Child Admission Form, Child’s  History, Child’s Medical Report (updated annually), Blue Immunization Card, Enrollment Agreement, Parental Authorization for Emergency Medical Treatment, and a copy of the current child custody order (if applicable).


F.  Enrollment Tenure

Once a child is enrolled in the MCDC, the child will continue to be enrolled until:

(1)  the parent removes the child from the MCDC;

(2)  the child graduates from the MCDC;

(3)  the child’s behavior becomes such a problem that removal from the MCDC is necessary for the protection of the children, staff and/or the facility.

(4)  The parent is no longer a  member of the MCDC, Inc.; or

(5)  The parent fails to comply with the policies set forth in this handbook.


G.  Drop-In Child Care

When a temporary opening is available, the MCDC provides child-care on a drop-in basis for members of the MCDC, Inc.  Parents should give the Director as much notice as possible (24 hours notice minimum) when requesting a drop-in child-care.  This service is available on a first-come, first-serve basis.  Up to and including Kindergarten age children are eligible to use this service.  All enrollment forms must be completed before the child can be admitted.  The registration fee is not required for this service.  Tuition for drop-in child-care is paid per day based on the current tuition rate for that age group.

H.  Voluntary Removal

MCDC parents who voluntarily remove their child(ren) for extended periods must place their child(ren) back on the waiting list before re-admission can be considered.  A two week advance notice is required to the MCDC Director to allow time to use the $150.00 in pre-paid tuition and to plan for refilling of the vacated slot.  The daycare is a non-profit organization and has to operate as economically, efficiently, and fairly as possible.  Therefore, no special consideration will be given to place a child back in MCDC after voluntary removal for an extended vacation.  The child’s name must be reached on the waiting list after promotions from within have been completed and a slot is open for filling from the waiting list.  Parents on the waiting lists must be offered slots in the order prescribed in the Waiting List section of the Operating Policies.  Any parent who voluntarily removes a child is accepting the risk that his/her re-admission may be delayed due to slot unavailability.  Parents should not hold the Director, Registrar, or the Board of Directors accountable for failure to re-admit a child who has been removed knowing that the waiting list precludes giving the removed child any priority consideration. 

I.  Contingent Part Time Enrollment

Part-time enrollment is an option in which the MCDC allows a child to attend on a part time basis each week.  Under this option, the parent can set a child’s attendance schedule consisting of any combination of half days or 3 full days during the week. Half days are defined as children who attend the MCDC for less than 6 hours per day.  The days of the child’s attendance must be specified when the parent initially sets the schedule with the Director.  Changes to that schedule must be agreed to by the Director.  

Requests for part-time enrollment will only be granted if:

(1) No one from the waiting list of that age group wants the slot full-time

(2) The space is not needed for a child moving from the next lowest age group; and

(3) The parent understands that if someone requests the slot for a full-time child, the parent must either:

a) begin paying full time tuition within 1 week to keep the slot, or 

b) withdraw from the MCDC.

If the parents choose to begin paying full-time tuition, they must continue to do so until another slot in that age group opens up.

If a parent whose child is participating in the part-time enrollment option would like to convert their child to full-time enrollment, the parent must notify the Director of the date the child will begin attending full-time.

If there are two children wishing to fill an empty slot with the part-time option, the child who was enrolled at MCDC first will be given the first opportunity.

A parent whose child is enrolled part-time will receive a $25 reduction of the weekly tuition rate for that class, regardless of their attendance schedule.
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IV.  Operations


A.  Children to Teacher Ratios

The following Child:Teacher ratios will be maintained at the MCDC:


Infants - 3:1


Two Year Olds - 6:1


Creepers - 4:1


Three Year Olds - 10:1


Toddlers - 5:1


Four Year Olds - 10:1

The above ratios will be maintained at all times except during naptime in the toddler and preschool rooms.  The ratios for sleeping children (as allowed by DHR regulations) at the MCDC are as follows:


Infants - 3:1


Two Year Olds - 12:1


Creepers - 4:1


Three Year Olds - 20:1


Toddlers - 15:1

Four Year Olds - 20:1

Early morning and late in the afternoon, the preschoolers (ages 2-5) may be in multiple-age groups where the ratio may be 10:1.


B.  Creative Curriculum

The philosophy behind our curriculum is that young children learn best by doing.  Learning is not just repeating what someone else says; it requires active thinking and experimenting to find out how things work and to learn firsthand about the world we live in.

Play provides the foundation for academic or “school” learning.  It is the preparation children need before they learn highly abstract symbols such as letters (which are symbols for sounds) and numbers (which are symbols for number concepts).  Play enables us to achieve the key goals of our early childhood curriculum.  Play is the work of young children.

Our curriculum identifies goals in all areas of development:

· Social:  to help children feel comfortable in school, trust their new environment, make friends, and feel they are a part of a group.

· Emotional:  to help children experience pride and self-confidence, develop independence and self-control, and have a positive attitude toward life.

· Cognitive:  to help children become confident learners by letting them try out their own ideas and experience success, and by helping them acquire learning skills such as the ability to solve problems, ask questions, and use words to describe their ideas, observations, and feelings.

· Physical:  to help children increase their large and small muscle skills and feel confident about what their bodies can do.

The activities we plan for children, the way we organize the environment, select toys and materials, plan the daily schedule, and talk with children, are all designed to accomplish the goals of our curriculum and give your child a successful start in school.


C.  USDA 

Good nutrition, the development of desirable eating habits, and learning about food choices are vital building blocks for young children.  Provisions must be made to ensure that these building blocks are in place in order to promote good health throughout life.  As part of the USDA food program, the following are some responsibilities of our childcare center:

· To serve meals meeting program requirements.

· To keep daily records of participants in attendance, number of meals served, and quantities of food prepared and served.

· To collect household size and income information on Applications for Free and Reduced-Price Meals.

· To comply with all regulations and instructions relating to the Child/Adult Care Food Program (CACFP).

Breakfast is served from 7:45 a.m. – 8:30 a.m.

Lunch is served from 11:00 a.m. – 12:00 p.m.

Snack is served at 2:30 p.m.

If your child will be arriving after breakfast or lunch is served, we ask that he/she has eaten before entering the classroom.  We will only serve the children food that is approved by USDA.  If your child has any allergies or religious beliefs that will prohibit he/she from eating the food served at MCDC, we will need written documentation to place in your child’s file. 


D.  Promotions

A child is promoted when the parent, primary caregiver, and MCDC Director agree the child is ready to move up and a slot is available.  A child is promoted from infants to creepers based on his/her development more than his/her chronological age. This typically occurs when the infant is 7months old and/or sitting up on his/her own and mobile.  Promotion from the creepers to the toddlers occurs when the child is walking steadily, no longer requires a bottle during the daytime hours, and is eating table food.  Promotions from toddlers to preschool and subsequent classes will be based on age unless there is a developmental reason (e.g., potty training) to wait.  A child who is being promoted will visit the new class one week before being moved to the new class permanently, allowing the child ample time for the transition.


E.  Behavioral Problems

If a child becomes uncontrollable, the parents will be asked to come to the center and, if necessary, take the child home for the day.  If a child exhibits repeated behavior problems that cannot be improved by normal discipline techniques, then the Director will set up a conference with the child’s parents, and teacher.  The parents, teacher and Director will agree upon and document a course of action to be taken to correct the behavior problem.  
If the behavior is not corrected and the child is causing a disruption or danger to the other children, the parents will be asked to remove the child from the MCDC for a period of time as specified by the Director.  Upon re-admission a probationary period will be given by the Director to monitor the child’s behavior.  If the behavior problem still exists at the end of the probationary period, the MCDC reserves the right to terminate the child’s enrollment.  If a parent observes a behavior problem of another child that is disruptive or potentially harmful to their child or other children, then the parent should consult the Director.   If the parent does not feel the Director has adequately addressed the issue, then the parent should contact the Board of Directors for appropriate resolution (see Grievance Review Process under Administration.)

Parents should notify their child’s teacher and the Director of situations at home such as a new baby, death, illness of family members, etc. which might affect their child’s behavior at the center.


F.  Management of Biting Behaviors

The MCDC policy in regard to biting is established for the protection and health of all children in the program.  A bite is considered serious if it leaves a red mark on the victim’s skin or breaks the victim’s skin.  When a child bites another child or staff member, time out will be used as the method for discipline.  The amount of time the child will spend in time out is one minute times the child’s age.  The child will return to the group if they are willing to cooperate and agree to stop biting.  Efforts will be made to have the biting child comfort the child that was bitten and mend any hurt feelings between the two children.  A staff member will provide appropriate medical care to the bitten child and will encourage parents to seek medical treatment for their child if the skin was broken.

Staff members will notify parents of both children of the incident.  The parents will be informed of the circumstances under which a child bites another child by phone and in writing. Staff members will fill out an Incident Form on the child doing the biting that requires a signature by the parent, staff member, and director. The original form will be

distributed to the parents and one copy placed in the child's file. Attached with the incident report to the parents will be an article on why children bite.  Also, staff members will record the date, time, who was bitten and location of the biting incident in a Biting Log. Staff members will not release any names involving the biting incident for confidentiality reasons. The parent of the child who has received the bite will also be notified by phone and in writing too. Staff members will fill out an Accident Report on the bitten child that requires a signature by the parent, staff member, and director.  The original form will be given to the parent and one copy placed in the child's file.  A conference can be arranged with the MCDC Director at the parent's request to discuss the behavior modifications strategies that the staff will be using at the center and ways the parents can facilitate correction of the behavior at home.

If any child bites three or more times in one school week (Monday-Friday), the child's parents will be notified to have a conference with the director and teacher that day.   After the conference, the parents will be asked to take the child home for the remainder of the day.  The Director will determine any further disciplinary action that will be needed depending on the age of the child and on the situation.  The parents are required to pay full tuition for the day(s) the child is out.

Please remember that biting is considered a developmentally normal behavior in the Toddler and Two’s rooms.  The Director, staff and parents must work together during this time to help determine what is triggering this behavior.


G.  Health Policies



1.  SIDS Prevention



Sudden Infant Death Syndrome (SIDS) is defined as the sudden death of an infant under 1 year of age which remains unexplained after a thorough investigation, including performance of a complete autopsy, examination of the death scene, and review of the clinical history.  The American Academy of Pediatrics has recommended since 1992 that infants be placed to sleep on their backs to reduce the risk of SIDS.  Since that time the frequency of US infants sleeping in the prone position has decreased from 70% to 20%, and the SIDS rate has decreased by 40%.  However, SIDS remains the highest cause of infant death beyond the neonatal period. 

The occurrence of SIDS is rare during the first month of life, increases to a peak between 2 and 4 months old, and then declines.  To protect the children in our care, we will place all babies up to 6 months old on their backs to sleep while they are in attendance at MCDC.

2.  Injuries

The initial assessment of an injury shall be done by the caregiver.  The Director may be consulted if necessary.  

Injuries of a clearly minor and superficial nature will be treated by the caregiver utilizing the first aid kit.  Notification of the child’s parent(s) at the time the injury occurs shall be left to the discretion of the Director.

Injuries of a more significant nature may require the immediate notification of the MSFC Medical Center ambulance followed by the notification of the parent(s) of the child.  The child will be sent to the hospital designated by the parent on the child’s Emergency Medical Treatment form.

All injuries requiring any form of treatment shall be followed up within 24 hours by a formal Accident Report describing the circumstances under which the accident occurred, the method of treatment for the injury, and the outcome of the treatment.  Copies of this report will be distributed as follows:


(1)  One copy provided to the parent(s) of the injured child


(2)  One copy retained in the child’s file, and


(3)  One copy retained on file at the MCDC.



3.  Illness

For everyone’s protection, no child will be admitted to the center with a suspected contagious disease or any symptoms of illness.  If a child should contract a contagious disease or illness and has potentially exposed other children at the center, the parent must notify the Director as soon as possible.  A notice posted at the center will inform parents of the possibility of their child being exposed to a contagious disease or illness.  Each parent is responsible for minimizing the impacts of contagious diseases or illness to other children at the MCDC.

If a child becomes ill while at the center, the parent will be contacted to pick up the child immediately. Once the parent has been personally notified, the parent must arrange for pick up of the child in a reasonable amount of time.  Any alternate method of notification (i.e., secretary, supervisor, beeper, etc.) must be provided to the MCDC.

Any child who is sent home with fever, vomiting, diarrhea, or any other symptoms indicative of a contagious disease or illness, will not be readmitted to the center until the child is free of the symptoms for 24 hours or a physician has stated the child is no longer contagious.  A written statement from the child’s physician stating that the child is not contagious to other children will be required to re-enter the center prior to the 24 hour symptom free interval specified above.  

Children displaying the following illness or symptoms shall be temporarily excluded from the MCDC:

Temperature:  Temperature of 101° or greater.  Child may return after being fever free for 24 hours.

Signs of Possible Severe Illness:  Unusual lethargy, persistent crying, difficult breathing, and uncontrolled coughing.

Diarrhea:  Uncontrolled diarrhea, defined as three or more loose stools in a row unless blood or mucus is in the stool or associated with fever.

Vomiting:  Two or more times in previous 24 hours unless vomiting is determined to be due to a noncommunicable condition and the child is not in danger of dehydration.

Mouth Sores:  With drooling, unless the child’s physician or local health department authority states the child is non-infectious.

Rash:  With fever or behavior change until a physician has determined the illness is not a communicable disease.

Purulent Conjunctivitis:  Defined as pink or red conjunctiva with white or yellow eye discharge, often with matted eyelid after sleep, and including a child with eye pain or redness of the eyelids or skin surrounding the eye, until 24 hours after treatment has begun.

Tuberculosis:  Child may not return until the child’s physician or local health department authority states that the child is noninfectious.

Impetigo:  Child may not return until 24 hours after treatment has begun.

Streptococcal Pharyngitis:  Child may not return until 24 hours after treatment has been initiated and until the child has been afebrile for 24 hours.

Ringworm Infection:  Defined as tinea capitis, tines corporis, tinea cruris, and/or tinea pedis.  Child may not return until 24 hours after treatment has begun.

Chicken Pox (or Varicella):  Child may not return until 6 days after onset of rash and until all lesions have dried and crusted.

Shingles:  Child may return only if the sores can be covered by clothing and/or dressing or until sores have crusted.

Pertussis:  Laboratory confirmed Pertussis, suspected Pertussis based on symptoms of the illness, or suspected because of cough onset within 14 days after having face-to-face contact with a laboratory-confirmed case of pertussis.  Child may not return to MCDC until 5 days of appropriate chemoprophylaxix has been completed.

Mumps:  Child may not return until 9 days after onset of parotid gland swelling.

Hepatitis A Virus Infection:  Child may not return until 1 week after onset of illness or until after immune serum globulin has been given to appropriate children and staff in the program, as directed by the responsible health department.

Measles:  Child may not return until 6 days after rash appears.

   Rubella:  Child may not return until 6 days after rash appears.

   RSV: Child with a positive RSV test may not return until fever free for 24 hours and until severe respiratory symptoms have subsided, allowing the child to have a normal, responsive day at the MCDC.

   Thrush:   Child may not return until 24 hours after medication to mouth

sores has begun.

A child may return to the center prior to the above guidelines if the child’s physician provides a statement, in writing, to the MCDC Director, stating that the child is no longer contagious.



4.  Administering Medications

The MCDC Director/Assistant Driector will issue prescription medications to all children at MCDC.  The prescribed medication to be given must be authorized by the parent on the designated medication authorization form.  All prescribed medications must be in the original container with a childproof cap, and labelled with instructions, a physician’s name, the child’s name, dosage, and name of medication.  The Director/Assistant Director may give a child over-the-counter medications if the parent provides written instructions signed and dated from the child’s doctor.  Otherwise, only the parent can administer over-the-counter medications.  All medication will be kept in the front office  and shall be removed when no longer needed.


H.  Special Events



1.  Holidays/Birthdays

Holiday activities will be scheduled for each classroom.  Parents are encouraged to take part in these activities.  Parents are also welcome and encouraged to give birthday parties for their children at the center.  Parents should coordinate the time, refreshments, and activities with their child’s teacher.



2.  Field Trips

Periodically, field trips will be organized for the three and four year old classes.  Due to the Alabama laws governing child restraint in vehicles, a child must be three years old before participating in field trips.  Trips to local parks, museums, movies or other age appropriate activities will be planned.  At least two adults per class will supervise the children on the trip.  Parents will be required to sign permission slips for their child to participate in the field trips and may be asked to participate themselves.  The cost for field trips will be incurred by the parent.



3.  School Pictures

School pictures are usually taken of the children at least once each year by a professional photographer with prior approval from the parents.  These pictures may include individual, sibling, and group poses.  Participation is optional and may require a sitting fee.  Purchase of finished pictures is optional.





4.  Speech & Hearing Screenings

From time to time, speech and hearing screenings may be performed by qualified professionals with prior approval from the parents.  Notices of the screenings are given in advance with information regarding any fees associated with the screenings.


I.  Safety



1.  Emergency Preparedness

The MCDC will participate in all drills conducted by the MSFC Emergency Preparedness Office.  The emergency evacuation plan, developed by the MSFC Emergency Preparedness Office, shall be clearly posted at the MCDC.  Additional drills will be conducted through out the year as described below.




a.  Fire Drills

Fire drills shall be conducted at least once a month with the total time to clear the facility closely monitored.  At least semi-annually, the MCDC will utilize the building fire alarm system with participation and support from the Fire Station.




b.  Tornado Drills

Tornado drills shall be conducted at least 3 times per year.  During a drill, the children are moved into inside rooms at the MCDC, such as the kitchen, and bathrooms.  The MCDC will participate in all drills conducted by the MSFC Emergency Preparedness Office.


J.  Child Abuse and Neglect

The MCDC staff is required to report child abuse and neglect.  If the staff suspects abuse and/or neglect the Department of Human Resources will be notified immediately.
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V.  Parental Responsibilities/Involvement


A.  General Responsibilities

Because the MCDC is a service provided to the members of the non-profit corporation, each member using the MCDC is responsible for the smooth operation of the center.  Parents must ensure a high quality, safe environment for all children in the center.  The following basic requirements must be followed:

•  Parents must provide the Director with current medical information on their child.

•  Parents must sign their child in/out every time the child enter/exits the MCDC.

•  Parents must ensure that their child is properly clothed for the appropriate seasonal temperature.

• Parents must ensure that their child is properly fed prior to coming to the MCDC, or appropriate arrangements have been made with the MCDC for feeding the child.

•  Parents must inform the Director when their child has been exposed to or has a contagious disease.

•  Parents must inform the MCDC when their child will be absent.

•  Parents must inform the MCDC staff as soon as possible when their child’s arrival/ departure will vary by more than 30 minutes from normal.  A child’s normal arrival/ departure time is indicated on the Child Admission Form.

•  Parents must take each child to his/her class upon arrival.

•  Parents must notify the caregiver responsible for the child when the child is departing the center.

•  Parents must pick up sick children when notified by the Director (see “Health Policies” section under “IV. Operations”.)


B.  Parental Involvement at the MCDC

Because the corporation is governed by the parents, parental involvement is vital to the continuation and improvement of the MCDC.  Opportunities for participation include but are not limited to the following.


1.  Visiting

Parents are welcomed and encouraged to visit the center at any time.  Parents may also have lunch with their child for a nominal fee.  Parents should sign the Parent Lunch sheet in the morning by 9:30 a.m. when they plan to have lunch with their child.  Envelopes are provided for payment of the lunch fee.



2.  Board of Directors

Parents may serve on the MCDC Board of Directors.  Serving on the board provides the parents the opportunity to oversee the operation of the MCDC.  There are seven Board positions:  President, Vice President, Secretary, Treasurer, Registrar, and two Members-at-Large.  The duties of the individual positions, as well as, the responsibilities of the Board are defined in the Bylaws.  The members-at-large serve one-year terms; all other Board members serve two-year terms.  



3.  MCDC Board Meetings

Parents are invited to attend all regularly scheduled MCDC Board of Director’s meetings (held bi-weekly).  Parents are also highly encouraged to attend the General Membership meetings where a majority vote by the MCDC membership is required to approve yearly budgets and elect new board members.  By attending the board meetings, parents have input into the decision making process.



4.  Parent Committees

On an as needed basis, parent committees are formed to work specific projects throughout the center.  Examples of some parent committees which have been formed in the past are:  expansion committee (for  planning the expansion of daycare into the rest of building 4494), Saturday work committees (for painting, decorating, general cleaning, playground clean up, etc.), playground committee (for planning the growth and purchase of playground equipment for the preschool play area).



5.  Maintenance/Repairs/Special Project Volunteers

Volunteers are always needed for routine repairs, maintenance, or new projects around the center.  Workdays to accomplish several tasks may be organized from time to time.



6.  Special Talents

Parents who have a talent, career, or hobby that they think would be interesting to the children are encouraged to make arrangements with the staff to set up a time to share it with the children.  Parents are also encouraged to share anything they may have to aid in the center’s curriculum or studies. 


C.  Communication

Communication with the parents is accomplished in a variety of ways.  An Annual Parent Survey is one method of soliciting input regarding the operation of the MCDC; it also helps to evaluate the areas that need improvement.  A newsletter that informs the parents of Board activities, upcoming events, items to be saved for the center, classroom activities, staff news, and monthly menu is available each month on the MCDC web site.  Notices of various items of interest to the parents are posted on the parent bulletin board located on the right wall when entering the MCDC.  Minutes of the Board of Director’s meetings are posted on the parent bulletin board, as well.  

The e-mail address for the MCDC is msfc.daycare@msfc.nasa.gov.  The MCDC web-site address, loaded with information about the MCDC, is http://mcdc.msfc.nasa.gov/.

D. Grievance Review Process

A grievance may be filed with the Board of Directors when every effort has been made by the parent to resolve an issue with the Director.  The grievance may be filed with any member of the Board and should contain the signature of the parent filing the grievance and a full description of the issue to be addressed.  The Board of Directors must address this grievance at a special meeting called by the Board or at the next scheduled Board meeting.  The Board or the individual’s filing the grievance may ask other individuals to discuss the issue with the Board.  The Board should attempt to resolve any issue as quickly as possible.  If for any reason an issue needs more time for research, the Board can delay the decision until the following scheduled Board meeting.  Within two concurrent Board meetings a decision concerning the particular grievance must be made unless a further extension is granted by the individual(s) filing the grievance.  The Board must provide an explanation of its decision to the individual(s) filing the grievance within two weeks of reaching the decision.  The individual(s) filing the grievance may request and be given a meeting with the Board to discuss the decision.  If an action (as the result of a grievance) which affects the members of the corporation is taken, the members will be notified of the action by the Board at the same time that the individual filing the grievance is notified.
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VI.  MCDC Staff


A.  Responsibilities

The MCDC staff is responsible for following the policies, procedures, and duties outlined in this handbook and the MCDC staff handbook, as well as, policies, procedures, and duties specified by the Director.  The Director will keep the staff current on policy changes that affect the MCDC.

Upkeep of the toys and equipment is the responsibility of the teaching staff.  Toys in the infant, creeper, and toddler rooms will be cleaned and sanitized on a daily basis or more often as needed.  Cribs and cots will be sanitized once a week.  Cot sheets will be laundered weekly and crib sheets will be laundered daily.

The Director and staff are responsible for monitoring the MCDC facility for potential safety/health hazards.  If a problem is discovered, the Director should take the appropriate action to rectify the situation in a timely manner.


B.  Requirements

All staff members working with children at the MCDC must have Infant and Child Cardiopulmonary Resuscitation and basic First Aid training.  Minimum staff requirements as set by the Department of Human Resources (DHR) shall be followed.


C.  Director/Staff Communications

The MCDC staff is encouraged to work all problems, issues, or concerns directly with the parents and/or Director as the situation dictates.  In the event a problem cannot be resolved by the Director, the Director and staff member may petition the Board of Directors for resolution of the problem.  The Board is the final authority for resolutions of all problems within the MCDC.


D.  Parent/Staff Communications

Open communication between each family and the MCDC is encouraged.  The staff will make every effort to communicate with the parent(s) on a daily basis to let them know how their child’s day went.  Communication will include, but will not be limited to, written daily sheets for infants, creepers, toddlers, and two-year olds which highlight daily activities and note supplies which are needed.

Any questions or problems a parent has concerning his/her child should be directed to the child’s primary caregiver first, and then, if necessary, the Director.  All problems should be discussed with the Director prior to any further action.  If a question or problem cannot be satisfactorily resolved with the Director, the parent may bring the subject to the board of Directors for resolution.  The board is the final authority concerning all problems regarding the MCDC.
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