PARENT HANDBOOK
ALL-DAY CARE

WELCOME TO THE

CHILD DEVELOPMENT CENTER
12777 N. Rockwell, Oklahoma City, Oklahoma 73142
Phone 405.717.4327 Fax 405.717.4934
We serve the children of
Francis Tuttle Technology Center
students and staff, as well as community.

INTRODUCTION
This parent handbook is intended to explain our program to you. We hope you will read it
carefully and keep it for your future reference. We solicit your cooperation and welcome your
comments/suggestions.
Under the guidance of the Early Care and Education Instructor and the Child Development
Center Manager, the following policies and procedures have been developed for the Child
Development Center (CDC). These policies and procedures are subject to change or contain
revisions as needed.

MISSION STATEMENT
To provide material, opportunities, modeling, and mentoring for high school and
adult students to develop attitudes, knowledge, and skills to be effective while working with
young children.
We are pleased you have chosen to share your most valuable treasure with us.
We take our responsibility to you and your family seriously and will do our best to provide your
family with quality child care. We invite you to be an active part of our child care team.
Together, we can completely meet the needs of your child and family.

GENERAL INFORMATION
As a Lab School, we model the appropriate environment for children to grow to their highest
potential. Observers from Child Development degree programs are regular visitors at the CDC.
We are also a mentor/model early childhood center and are visited by Francis Tuttle high
school students. To keep this process organized, as not to cause confusion to the children,
we have assigned full-time teaching staff for our program.
We are licensed for 60 children by the Department of Human Services,Oklahoma.
Our hours of operation are 7:00 a.m. - 6:00 p.m. (Monday-Friday).
*NOTE: Daily Care is limited to 10 hours maximum (DHS policy). Location of compliance file:
Parent Entry way. A holiday schedule is available from the instructor or center director.
The calendar will also be posted on the parent bulletin board.

NAC ACCREDITATION
The Francis Tuttle Child Development Center (CDC) is accredited by the National Accreditation
Commission programs. All accredited programs have voluntarily undergone a comprehensive
process of internal self-study, invited professional review to verify compliance with the
Commission’s criteria for high quality early childhood programs, and have been found to be
in substantial compliance with the criteria.

Ratios:
B-1 1: 3-4
1-2
1: 4-5
2-3
1: 5-6
3-4
1: 8-9
4-5
1: 10-12
5
1: 10-12
Grades:
K-2
1: 12-15
3-6
1: 15-18

6-8
8-10
10-12
16-18
20-22
20-24
24-26
28-30

THREE STAR
The Oklahoma Department of Human Services (DHS) rates licensed child care facilities using a
star system of one, one plus, two, and three stars. A Three Star rating is the highest level. The
DHS department’s “Stars Program” was developed to help parents identify quality child care
programs easily. We are currently a Three Star-rated center and plan to maintain this status
with the Department of Human Services.

PUTNAM CITY PUBLIC SCHOOL
(PRE-K PROGRAM)
The Putnam City School District has a partnership with Francis Tuttle Technology Center to
provide Pre-Kindergarten (Pre-K) to four-year-old children. The program is a free all-day
program for children who turn four years old by September 1st of that school year. The Pre-K
program is located in our building, within its three designated classrooms. (Down the hallway)
The Child Development Center can provide before and after care for children enrolling in the
program and Pre-K program. Families who do not live within the Putnam City School District
can apply for transfers from their home district. Questions about enrollment or any other
information desired about the Pre-K program can be directed to the school district.
Putnam City Schools
5604 N.W. 41st, Suite 178
Oklahoma City, Ok 73122
Phone: 405-491-7626
www.putnamcityschools.org

OUR PROGRAM
The Francis Tuttle CDC works diligently to provide an atmosphere for children which treats
each child with respect and dignity. Research shows that children learn best in an
environment offering a variety of hands-on, daily life-related, play-centered activities.
The CDC supplements the home by providing consistent guidance experiences based on the
individual needs of the children.

Goals for Children

Develop a healthy self-concept
Develop socially and emotionally
Develop enjoyment of creative experiences and fine arts
Develop trust in adults and peers
Develop independence and responsibility for self
Develop a sense of security and success
Develop skills in the physical, cognitive, and language areas

Goals for Families
Understand appropriate expectations of young children
Develop guidance techniques
Create an atmosphere of open communication with your child’s school
Realize the importance of active involvement with your child’s school

PERSONNEL
All Child Development Staff personnel are trained in the area of early childhood education and
child development and have extensive experience working with children. All Child Development teachers are required to pursue on-going yearly training by attending national conferences and workshops. Several of the teachers hold Bachelor, Associate, CDAs or other child
development credentials. Annual trainings include CPR & First Aid, Bloodborne Pathogens for
every staff member and food service staff. All staff members work closely together to ensure
the most positive experience for your child.

CURRICULUM
Every experience your child has at the CDC, including routines like naptime and meals are part
of the curriculum. The curriculum includes activities, arrangement of the environment and
material, and teacher-child and peer interactions.
The curriculum is built on the following beliefs:
Children benefit more from an early childhood program when their families
are involved and when their families value the program
Families are more likely to value the program and be involved when the program
is well-organized
Families are more likely to volunteer in the classroom when the program is organized,
when they can make significant contributions, and when they have specific duties
Children learn best when the atmosphere is calm and relaxed
Children learn from first-hand experiences followed by symbolizing experience
For learning basic concepts like classification, serration, visual skills, one-to-one
correspondence, and auditory skills, children need repetition of the same basic activity
using a variety of material
Children develop cognitive and language skills best when the teacher puts into words
what the child is doing, or stimulates the child to put into words what is being done
Children develop positive attitudes about school, which are permanent,
when routines and materials are well organized
Early experiences with literature have positive effects on children’s attitudes
toward and ability to learn to read
The development of a healthy self-concept is related to development in all other areas
Self-concepts are enhanced, and children are more comfortable at school, when their
culture is incorporated into all aspects of the curriculum in a natural way
Cultural activities should be used to develop basic concept
Children experience optimum development when activities are hard enough to challenge
them, but easy enough for them to be successful
All children in the program have a right to developmentally-appropriate activities

ARRIVAL AND DEPARTURE
Arrival

Park in designated parking spaces marked for child area drop off. Turn off engine and
remove keys for security reasons.
A responsible adult must come inside and check in on the computer indicating arrival.
(NOTE: Signing your child in/out gives the center staff an account of which children are
present at any given time.
In the case of an emergency or evacuation of the building, your sign-in is very important.
All children must arrive by 9:00 a.m. unless other arrangements have been made with the
director in advance. (Dr.’s appt, etc.) Consistent schedules help children adapt to school and
know what to expect and also allow children to experience a full curriculum.
Take your child to their assigned group and release your child to the supervision of the
classroom teacher

Departure

When picking up your child from the CDC, a parent must come inside then go outside to
the playground, if necessary
Upon departure, the child must be checked out by the parent or person authorized to
pick up the child
Please make certain the teacher is aware you are picking up your child
The center closes PROMPTLY at 6:00 p.m. (NOTE: please remember, our staff has
family/obligations to tend to immediately following closing time) If you are running
late, contact the office at 405.717.4327. A late fee of $5.00 per minute will be charged for
any child picked up between 6:00 p.m.- 6:05 p.m. After 6:05 p.m. the fee will increase to
$10.00 per minute per child. Three late pickups in one school year may cause
un-enrollment of your child.
This is reviewed and at the discretion of Francis Tuttle staff.
Each child must have a child care participant card on file that states all persons authorized
to pick up child. The person picking up the child must present proper photo identification
at the door.

ADMISSION & ENROLLMENT
Children must be 3 or 4 years old by September 1st to be eligible for the current school year.
(Other enrollment based on the discretion of Director) The child’s parent or guardian must
complete all registration and turn in all required records before a child may begin in the CDC.
The new school year will begin each year during August. Kindergartners will be expected to
make other arrangements by the end of July to allow for all children to begin the school year in
their designated classes.All children enrolled at the CDC are treated without regard to race,
color, nationality, or ethnic origin.

WITHDRAWAL/DISMISSAL
Two weeks advance notice is required from families leaving the program. Francis Tuttle
Technology Center reserves the right to discharge any child for tuition non-payment or
behavior deemed to endanger the health, safety, and welfare of the other children and staff.

TUITION REFUND POLICY
Tuition paid in advance for child care can be reimbursed if services have not been provided yet
and the two week advance notice was served. (Two weeks advance notice is required from
families leaving the program.) Parents must submit in writing the amount of credit on their
account and then it can only be released after the last attended day.

ATTENDANCE POLICY
Absence
If your child will not be attending on a particular day, please call the CDC office as early as
possible so staff can plan accordingly. If child is absent for five (5) consecutive days and staff
has not been notified, the child will automatically be dropped from the enrollment.
Illness
There is no reduced tuition rate for children who are ill for a partial week. If a child has an
extended illness, contact the center manager to discuss financial arrangements.
Vacation
Each family is granted one week of tuition-free “vacation time” if notification is given to
director. (One week/calendar year/family).
Temporary Non-Attendance
Our program is a year-round program. A parent must reserve a slot for a child who is
temporarily not attending and pay one half of the normal weekly rate. Director must approve
this and may not be able to hold a slot due to enrollment numbers.
Holiday Schedule
A calendar of closure dates will be included in each monthly Parent Newsletter. Parent
Newsletters are posted on the bulletin board and distributed in mailboxes. Each Parent will
also receive individual closing dates calendar.
Inclement Weather
Francis Tuttle Technology Center Child Development Center will be closed for severe weather as
needed. The closings will be announced on local radio, television stations and at
francistuttle.edu.

TUITION FEES
$155.00 per week (community)
$150.00 per week (Francis Tuttle student, employee)
$80.00 per week Before & After School Care (Pre-K)
*School out days for PreK will be $40.00/day
All payments must be submitted prior to the performance of child care services. Tuition is due
every Friday by 6:00 p.m. or by 7:00 a.m. on Monday. (Tuition is due whether or not the child
attends the program) See Fee Agreement
If child care tuition payments are not paid, your child will be dropped from the CDC program.
Your payment represents your child’s placement in the program.
Tuition fees must be paid in advance by cash, check, or money order payable to Francis Tuttle
Technology Center. A secure payment slot is provided in the parent entry. If you wish to pay by
Visa or MasterCard, you may do so at the check-in station. We also offer automatic payments
online. Chronic delinquent payments or payment that is delinquent by more than 10 days
shall result in forfeiture of enrollment at the Child Development Center *(DHS EBT cards are
your responsibility and MUST BE swiped accurately to maintain your enrollment). A onetime
registration fee is required for enrollment and must be paid prior to child’s first day to set up
account. Activity Fees are also charged to pay for summer field trips.

RETURNED CHECK POLICY
The charge for returned checks is currently $25.00 (this is subject to change). In the
event of a returned check, cash payment may be required for a period of time or
from then on.

LATE PICK UP FEE
An overtime charge will be applied when children are left at the center past 6:00 p.m.
(see Departure)

CHILD CUSTODY POLICY
The CDC cannot refuse to release a child to a parent who shares legal custody of that child. If
you do not authorize your child’s other parent to pick up your child, you must provide a legal,
certified copy of the court order awarding custody solely to you and denying custody to the
other parent. If you are experiencing custody difficulties, we urge you to keep the staff
informed of circumstances.

HEALTH
Francis Tuttle Child Development Center is a center for “well” children. Children must be well
enough to eat meals and snacks provided by the center and go outdoors. If your child is
exhibiting any of the following symptoms, he/she may not come to school:
Fever
Vomiting
Diarrhea
Sore Throat
Frequent Cough
Heavily Running Nose
Frequent Sneezing
Unknown Rash
Lethargy/Excessive Crying
Inflammation of Eyes/Eyelids
Any Communicable Disease

Children displaying any symptoms listed will not be permitted to return to the Center for 24
hours following the last display of the symptom, whether that occurred at the CDC or
elsewhere. The child must be symptom-free 24 hours before returning to the CDC. Following
an illness, a physician’s statement will be required and/or a discussion with the director upon
re-admittance to the program. Upon parent notification of any suspected symptoms, the child
must be picked up within thirty (30) minutes.

IMMUNIZATIONS
Your child must be up-to-date on immunizations, as required by the Oklahoma
Department of Human Services, prior to enrollment. After admission to the CDC, you
are responsible for regularly updating your child’s health files to reflect new immunizations.
Waivers for vaccinations must also be signed and on file with our program and the Oklahoma
State Department Health and Human Services. It is strongly encouraged you schedule
immunization appointments at the end of the day and children remain with a parent
following immunization.

DAILY HEALTH CHECKS
Each day as the children arrive, they will be given a health check for symptoms of colds, fever,
contagious diseases, etc. Throughout the day, the children’s health will be monitored and any
signs of oncoming illness will be reported to the director. The child will be isolated from the
others and the parents called to pick up the child. If parents cannot be contacted, the
individual noted on the child’s enrollment card will be called to pick up the child. We ask that
parents or authorized individuals pick up an ill child within 30 minutes of being contacted.

TOILET TRAINED
All children enrolled in Francis Tuttle are to be toilet trained upon entry. We understand that
“accidents” occur and the staff is very sensitive and trained to assist a child’s emotional and
physical needs at that time. If frequent accidents occur, the parents will be asked to reconsider
if the child is developmentally ready to attend our preschool program.

MEDICATION
A medication sign-in sheet is provided by the CDC for times when medication needs to be
administered to child. The form must be filled out by the parent with the child’s name, the
date, the name of the medication, amount of medication, time to be given, and the parent’s
signature.
THE FIRST DOSE OF MEDICATION MUST BE ADMINISTERED AT HOME BY THE PARENT.
In order to assure that a dose is not missed, medication will only be given at
11:30 a.m. (lunch) and at 3:00 p.m. (snack). Morning doses must be given at home.
All medication must be in the original container, labeling with child’s name, the date,
and placed in a zip lock bag. Outdated medication cannot be given nor medicine
prescribed for another individual. (Sunscreen & insect repellent MUST have completed
Medication Card/Permission Slip)
All medication must be taken home if they are not currently needed and signed in.
After three days, they will be discarded.
For the well-being of our children, our health and medication policies will be strictly
adhered to. We reserve the right to exclude any child that potentially could be a health risk.
NO OVER THE COUNTER MEDICATION IS ALLOWED!
Notify Director: child has allergies, asthma, nebulizer.

INJURIES
Minor Injuries
Injuries requiring medical care will be cleaned and bandaged as needed and parent
will be notified when picking up the child. Injuries will be documented in writing on Incident
Report. Parents will be notified in the event of injuries requiring medical treatment.
Major Injuries
If the injury should be of a critical nature, 911 will be called and parents will be notified
immediately. In the event that ambulance services are needed, the children will be taken to
Mercy Hospital.

ABUSE REPORTING
Child abuse is not condoned in any form. The center is required by law to report evidence or
suspicion of child abuse or neglect. All teaching staff is trained annually in the detection and
prevention of child abuse. The statewide child abuse hotline is 1.800.522.3511.

EMERGENCY PROCEDURES
Francis Tuttle CDC has a very comprehensive written plan for responding to emergency
situations. The plan is posted on the Parent Bulletin Board in the parent entry area.
Fire and tornado drills are practiced every month. In the event of a tornado warning, children
will be moved to the storage room in the CDC and parents will be notified as soon as possible.
Emergency campus lockdown procedures are practiced at least once a semester. All staff
members are trained annually in First Aid, CPR, Hazardous Substances, and Crisis
Management. In addition, our in-house emergency system enables us to quickly be in
touch with emergency crisis team members across the campus.

FOOD AND NUTRITION
Breakfast, lunch, and afternoon snack are served to all children. Breakfast is served
7:30 a.m. - 8:15 a.m. The CDC participates in the USDA/CACFP, which is an agreement between
Francis Tuttle and the USDA. Menus are posted weekly. More than minimum amounts of food
are prepared, so seconds are available. No high-calorie, low-nutrient foods are served.
Only full-strength juices are served. Menus are developed to provide children with an excellent
source of vitamin C daily and vitamin A every other day. A copy of the menus is available
upon request.
*If child has food allergy, please send physician’s statement for child’s file and for kitchen staff
awareness.

REST
All children will have rest time after lunch. This time is subject to change based on scheduling
classroom observations from Francis Tuttle Early Care & Education Students. (Approximate
time: 12:00 p.m. - 1:30 p.m.) Due to the open design of our center, children who do not nap
must rest quietly so as not to disturb those who are sleeping. Child may bring a blanket, sheet,
and/or soft stuffed animal for rest time.

OUTDOOR
This time is beneficial to the total development and health of the children. The playground
especially presents excellent opportunities for young children to develop gross motor skills. All
children will go outdoors several times per day. Please bring proper shoes and clothing for
them to be comfortable. If a child is healthy enough to be at the CDC, they are healthy enough
to go outside for activities. (see clothing)

CLOTHING
Children at the CDC participate in active busy play. They learn through exploring and
experiment with many kinds of material. The clothing they wear can add to their enjoyment
of school. Each child will have an assigned “cubbie” for personal belongings.
The following guidelines are suggested in choosing school clothes:
Be simple enough so that the child can put it on and take off easily
Durable and washable
Loose enough to provide freedom of movement
Sturdy shoes, comfortable shoes
Label extra clothing (to be left in cubbie)
*Clothing Suited for the Weather

Appropriate attire of each child upon arrival is required. Parent, or other person dropping-off a
child, will not be allowed to leave the child at the center if this policy is not followed. In cold
weather, each child must have a warm coat which will close securely across the chest, warm
mittens/gloves, and a hat or hood. If the CDC staff does not have an opportunity to make the
initial morning appropriate attire check and the necessary items are realized missing at the
time of outdoor play, parents will receive a phone call and be expected to have their child
picked up immediately. This policy is not limited to winter weather conditions. It applies to all
type of weather. It is suggested that parents leave a “school set” of play clothing in their child’s
cubbie. Remember to label all items with the child’s name. The weather is unpredictable, so
please keep appropriate outer wear for your child at school at all times.

TOYS
Please do not allow your child to bring them from home. However, children may bring a soft
stuffed animal for naptime.

BACKPACKS
Francis Tuttle Technology Center will provide a drawstring bag for each child upon enrollment.

CELEBRATIONS
Birthdays are a special time for young children. Parents who wish to provide a healthy
birthday snack may do so by planning in advance with their child’s teacher. Snacks must be
store-bought/, not homemade. Remember to be mindful of nutrition and healthy snacks. You
are welcome to bring non-edible treats: stickers, pencils,
paper, and play dough, etc. Other celebrations will be planned throughout the year, some of
them in conjunction with traditional holidays. Our staff is very interested in recognizing the
celebrations and traditions of our clientele. Please feel free to share information with us
concerning any holiday your family does or does not celebrate.

BEHAVIOR AND GUIDANCE
Our goal in guiding the children is for them to move toward controlling their own behavior.
We begin by doing everything we can to arrange the environment to prevent discipline
problems. This includes planning interesting activities, and meeting the needs of each
individual child; food, rest, active play.
Rules: limits are re-stated in positive manner.
Children are encouraged to use words to resolve conflicts
Staff may re-direct child to another area
An unresponsive or distraught child may be removed from the situation and given the
opportunity to calm down. A child may be taken to the cubbie area, the office, or the
playground. At no time will a child be subjected to physical punishment or
verbal abuse.
In the case of persistent behavior problems, the CDC director will make observations. All
staff will make written documentation of behaviors. A meeting will be scheduled with the
parents to share information and determine a plan of action.
Outside professional consultation will be recommended if previous procedures are not
alleviating the situation.
Francis Tuttle Technology Center CDC reserves the right to discharge any child for behavior
deemed to endanger the health, safety, and welfare of other children or staff.

CONFIDENTIALITY
Please remember to never talk with staff about children in front of any children and to never
talk about other children or staff. A child’s behavior patterns are confidential and can have
serious consequences for the children if overheard. You can communicate with your child’s
teachers in writing, if you wish, or a private meeting can be arranged.

THE GROUND RULES OF THE CDC
Respect yourself
Respect others
Respect the environment (indoors/outdoors)

FIELD TRIPS
Field trips are an integral part of the Child Development Center’s program. Children are
transported on either a Francis Tuttle school bus or on the Francis Tuttle tour bus. Typically, two
field trips are taken during the school year (August-May) and one trip a week in the summer.
Parents are invited to attend the field trips with their child. Parents are always notified in
advance of any trip. Parents must sign a permission slip in advance. Children arriving late for
field trips when the group has left the facility will be expected to sign in directly with child’s
master teacher and notify Director. (Meals/Snacks will be provided by center)

FAMILY PARTICIPATION
Families are always welcome to visit. If you wish to join your child for lunch/snack
let your child’s teacher know and a place will be set for you. Family participation
encourages a positive relationship and helps develop a secure atmosphere for
your child.

ORIENTATION
An orientation will be held in August of each year. Information for the upcoming school year
will be given at this time. Parents will also be introduced to the teaching staff, and will have
the opportunity to ask questions.

PARENT TEACHER CONFERENCES
Each fall and spring, the classroom teachers will assess your child’s development using a
non-standardized scale. You will be encouraged to meet with your child’s teacher to set
individual goals for your child based on the assessment, as well as classroom observations and
information you share regarding your child. You may request additional conferences at any
time, through the Director, in addition to the regularly scheduled parent-teacher conferences.

PARENT BULLETIN BOARD
There is a parent information bulletin board in the entry way of the Center. The board displays
news, entertainment, menus, lesson plans, and activities that might be of interest to families.

NEWSLETTER
Monthly newsletters will be distributed in your parent mailbox listing recent or upcoming
Child Development Center events/activities. Also, a copy of newsletters can be sent via email.
(Make sure we have your current email address in the office)

PARENT RESOURCES
Located in entry way of center, this area is dedicated to serve as a resource room for families.
The parent’s resource area includes, magazines, books, flyers, newsletter, DHS monitoring
reports, and other educational materials at your fingertips.

FAMILY CODE OF CONDUCT
To ensure that you, your child, our staff and all that enter our Center experience a safe,
welcoming and respectful environment, we ask that families demonstrate respect for others.
Behavior that is inappropriate, illegal, threatening, or disrespectful in nature,
or language that is abusive is not acceptable.

DISMISSAL
The Child Development Center attempts to meet the individual needs of each child, as well as
the needs of the group. If we cannot meet your child’s needs or if we cannot meet the group’s
needs, we will not be able to care for your child. Children will be dismissed from the program
in the following situation:
Has needs we cannot meet
Hurts other children or teachers
Needs medical or psychological services we are unable to provide
Destroys equipment or materials
When we cannot keep the child safe
Parent/guardian making remarks that are detrimental to the self-respect of
children, staff or other families will not be tolerated. This includes harassing
remarks, comments that are disrespectful to the teachers and other staff, a
parent encouraging a child to be disrespectful, not following procedure in discussing
concerns with the child’s teacher first before going to administration, arguing about policies
and procedures, and refusing to follow said policies and procedures.

Nondiscrimination Policy
It is the policy of Francis Tuttle not to discriminate with regard, color, religion, gender/sex, national origin, age, marital or
veteran status, or disabilities. This policy shall be followed in the operation of its educational programs and activities,
recruitment, admissions, employment practices and other educational services. Inquires concerning application of this
policy may be directed to the Human Resources Director, who serves as the Coordinator of Title IX; Section 504; and
Americans with Disabilities Act for all campuses, at 12777 N. Rockwell, Oklahoma City, OK 73142-2789, 405.717.7799

