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UNF Preschool
Background & History
The center has been in operation
since 1975. UNF Preschool
operates under the auspices of the
Division of Student Affairs, here, at the University of North Florida. UNF
Preschool is a year round program, nationally accredited by NAEYC, 5 star rated by
Guiding Stars of Duval County and the proud recipient of the Gold Seal of Excellence by the Florida Department
of Children and Families. The center has always been more than a day care or child care. It strives to provide high
quality education to young children aged 2 1/2 to 5 year olds in a safe, culturally diverse and nurturing
environment. There are only four classrooms, one for the youngest group 2.5 years old to 3.5 years old and three
for 3 year olds to 5 year olds. The center’s goal is to prepare children not only for kindergarten but to also equip
them with the social emotional skills necessary for the outside world. Our kindergarten readiness rates have been
consistently high over the years.
The program is open to the University of North Florida students, faculty, staff and
general public. UNF Preschool promotes the cognitive, social and emotional,
language and physical development of children through high level curricula,
assessments and developmentally appropriate practices. Various options such as free
Voluntary Prekindergarten (VPK) only, VPK wrap around and Part-time hours are
available. Enrichment programs such as Spanish, Music and Happy Feet, which is a
soccer based movement class are offered every semester.
The center also serves the University's academic community by allowing faculty
members to conduct research. The research is more observational than intrusive in nature and usually focuses on
the thinking processes of children. Moreover, this research is interdisciplinary in nature and involves various
University departments and research projects. Furthermore, the Center also serves as a pre-internship site for its
University students as well as students within its region. During summer, UNF Preschool continues to focus on
the academic enrichment of children alongside an array of fun filled experiences such as water play days, picnics,
on campus fieldtrips to TV station, kitchen at the Café and library and mud day. UNF Preschool is under the
auspices of the Division of Student Affairs, under Associate Vice-President Everett J. Malcolm III.
Mission of the Department
The mission of UNF Preschool and Child Development Research Center is to provide high-quality school
readiness and development programs for the children of UNF students, faculty, staff and the general public.
Purpose of the Department
The UNF Preschool and Child Development Research Center’s purpose is twofold:

Firstly, the Center provides children with a warm, accepting environment
and meaningful experiences that encourage them to value and respect themselves,
others and their world. It strives to help children develop self-worth, selfawareness, consideration for the welfare of others, an ethic of sharing, and a love
of learning, while preparing them for their future academic endeavors.

Secondly, the Center provides the University a research and training site for
students and faculty in Education and other majors. Students and faculty of UNF
and partnering institutions use the Center for research, pre-internship work,
observation, and volunteer opportunities for their coursework.

Our Goals
 To help the children in our care develop a positive view of themselves and others.
 To help the children in our care develop a genuine love of learning.
 To help the children in our care develop an appreciation for the differences among people and how to celebrate
those differences.
 To help the children in our care to learn how to cooperate and be a positive member of a community.
 To help the children in our care to develop the basic skills in key content areas of literacy, mathematics,
science, technology, creative expression and the arts, health and safety and social studies that prepares them for
the next level of learning.
Philosophy
The philosophy of the UNF Preschool and Child Development Research Center is to provide the highest
quality of education and opportunity for child development within the nation to the diverse University student
population and the community. To provide the child with a warm and accepting environment with meaningful
experiences which encourage the children to value and respect themselves, others and the world. To develop
within each child feelings of self-worth, self- awareness, consideration for the welfare of others, sharing
materials and ideas, and a love for learning while preparing them for their future academic endeavors.
State Licensing
UNF Preschool is licensed by the State of Florida through the Department of
Children and Families. Quarterly unannounced inspections of the center are
conducted by DCF to ensure compliance with state standards, policies and
procedures. Our program is licensed to care for 85 children. The center is
accredited through National Association for the Education of Young Children
(NAEYC) and Guiding Stars of Duval.
Ratios
Being NAEYC and Guiding Stars of Duval accredited the center maintains a
low student to teacher ratio than the one specified by DCF.
Teacher: Child ratios
NAEYC ratios: 1:10 for Preschool (2.5 year old to 5 year old)
GSOD ratios: 1:7 2year old, 1:10 3 year old, and 1:11 for 4/5 year old
DCF ratios: 1:11 2year old, 1:15 3 year old and 1:20 4 year old
UNF Preschool ratios: 1:9 for 2.5 to 3.5 year old and 1:10 for 3 to 5 year old

Accreditation
What does accreditation mean?

It means the center has voluntarily gone through a rigorous
assessment process that determines how well the center meets the requirements for
quality early childhood education.
National Association for the Education of Young Children (NAEYC)
https://www.naeyc.org/accreditation
NAEYC strives to raise the quality of education for all children from birth through age eight. Accreditation
systems are major part of NAEYC's efforts to improve early childhood education; they allow programs to provide
the best learning experiences for young children and their educators by meeting national standards of quality. Our
Preschool is accredited by NAEYC (National Association for the Education of Young Children). This means we
are providing your children the highest possible early childhood education available. The center must meet 10
standards and over 400 criteria to achieve accreditation. A major indicator of high quality is the teacher student
interaction. The physical environment, curriculum, health and safety and administration are some of the other
areas assessed.
Guiding Stars of Duval
The Early Learning Coalition of Duval created a voluntary quality improvement and
rating system called Guiding Stars. This rating system was created 10 years ago to help
parents locate quality child care and preschool centers and to encourage providers to
train themselves to better prepare youngsters for kindergarten. Preschool and child-care
providers have to improve because more is expected of children before they enter
kindergarten than was expected 10 years ago. The UNF Preschool extends their learning and helps
them to think and make decisions. Not only do they know their colors, letters, and shapes, they also excel in early
reading and they grasp most literacy skills for their age; understanding the plots of stories, characters, beginning
sounds and ending sounds of words, even hearing syllables. Social skills are a big part of being successful in
school, we also teach them how to make decisions, take ownership of their actions and to be aware of others.
Guiding Stars of Duval has awarded our facility the highest score available of 5 stars.
This is an affirmation of our hard work and dedication in providing children the
highest standards and quality of education. Helping children be prepared for
school, as well as providing a safe, healthy and happy environment is our
top priority.

Gold Seal Quality Care Program
UNF Preschool is a Gold Seal Quality program. Licensing standards established using Florida
Statute and the Florida Administrative Code are the "minimum" standards that a child care
facility, family day care home or large family child care home must meet in order to be licensed
or registered. Child care programs accredited by an accrediting agency approved to participate in
the Gold Seal Quality Care Program meet additional
standards promoting quality in their programs. The
Department of Children and Families Child Care Program Office is
responsible for approving accrediting agencies for participation in the Gold
Seal Quality Care Program. To be approved, accrediting agencies must
substantially meet or exceed standards of the National Association for the
Education of Young Children (NAEYC), the National Early Childhood
Program Accreditation Commission (NECPA), or the National Association of
Family Child Care (NAFCC). The Gold Seal Quality Care Program does not
contain a set of independent standards; rather, it is a level of care that exceeds
the minimum licensing standards by meeting the higher standards set by the accrediting agencies in statute. The
DCF Child Care Program Office is tasked with ensuring that the accrediting agencies approved for participation
are of sufficient variety to meet the needs of all child care providers (i.e., faith-based, school-age, Montessori,
school-based, private, etc.). The DCF Child Care Program Office is also responsible for recognizing each
program that meets these additional standards by issuing a Gold Seal certificate. The Gold Seal Quality Care
Program is a voluntary program with potential benefits of participation including, but not limited to: a positive
marketing tool for parents, sales tax exemption, VPK eligibility and an increased reimbursement rate for children
participating in school readiness programs.
UNF Preschool Advisory Board
The UNF Preschool’s Board is advisory in nature. All recommendations shall be made to the director of the
center, who will then forward them to the office of the Vice President of Student Affairs.
OBJECTIVE
The objective of this organization shall be to advise the President on local policies and perform local oversight
and operational guidance for the center. The board usually meets once a semester to address issues relating to fund
raising, policies and procedures, operating calendar agenda and fee structure. The board supports the center in
following its mission and purpose, make recommendations for the director of the center and support the director
of the center in accomplishing goals and objectives.
MEMBERS
According to Florida State Statute 240.531, Establishment of Educational Research
Centers for Child Development, the UNF Preschool & Child Development Research
Center has established a Board consisting of: The designee of the university president,
the designee of the Student Government President, a designee from each department
participating in the center, the director of the center is an ex-official, non-voting
member of the Board, one family member of actively enrolled students to represent
each class. Other appointments will be based on the expertise they can provide to the
Center.

Staff
Director: Provides leadership and guidance for a university department. Responsible for the overall direction of
UNF Preschool including fiscal/budget management. Design and implement departmental strategies and
objectives to ensure departmental goals are met. Develop and/or supervise the implementation of programs,
policies & procedures and technology initiatives.
Assistant Director: Responsible for the overall administration of programs, policies & procedures for a
functional area within the department and the interpretation thereof. Assist in developing and maintaining
developmentally appropriate programs for children. Review lesson plans & discuss teacher concerns and
classroom related issues. Assist teachers in the development of long term curriculum goals and objectives for
their classroom.
Office Manager: Manage and supervise all office operations and assigned support staff within a department,
college or division. Manage budget including salary, expense, operating capital, and other personal services
funds. Maintain office personnel records.
Lead Teachers: Each classroom has a full time lead teacher who plans, coordinates and implements learning
activities within the center. Creates daily lesson plans, prepare material needed. Participates in assessment and
evaluation of ongoing departmental requirements. Maintains records of children’s participation in activities and
skills mastered. Responsible for maintaining compliance with health and safety regulations.
Assistant Teachers: Each classroom has a full time assistant who assists the lead in planning, coordinating and
implementation of learning activities within the center. Helps maintain records of children’s activities. Assists in
setting up a learning environment. Interacts frequently with children showing affection, interest, and respect.
Part-time Teacher-Aides: The center employs several part time teacher aides who cover teacher planning,
lunches and absences. Implements daily lesson plans and supervises children in groups and as individuals,
maintains records of children’s activities, responsible for daily cleaning of center, communicate discipline
problems, parent concerns, accidents, and facility problems to the lead teacher and perform related work as
required.
CURRICULA AT UNF PRESCHOOL
The Early Literacy and Learning Model/Plus (ELLM/Plus)
http://www.unf.edu/fie/ellm/
The Early Literacy and Learning Model/Plus (ELLM/Plus) is a research-based, comprehensive
curriculum for 3, 4, and 5year old preschool children that has been proven to be effective
improving children's early reading achievement. The literacy-focused curriculum builds
children's cognitive development through literacy, mathematics, science, social studies, the arts,
motor experiences, and physical health. Children's acquisition of important cognitive and
social/emotional development is facilitated through interactions with supportive teachers and
other adults who encourage children's curiosity, persistence, and creativity by planning and
implementing engaging activities and providing support during learning experiences.
ELLM/Plus is designed to expand children's vocabularies and refine their understanding and
comprehension of words they know and use.
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Teaching Strategies GOLD
Teaching Strategies GOLD
teachingstrategies.com/
Teaching Strategies GOLD online offers a revolutionary approach to early
childhood assessment. Teaching Strategies GOLD is based on 38 research-based
objectives that include predictors of school success and are aligned with the Common Core State Standards and
state early learning guidelines. With Teaching Strategies GOLD online, teachers can use a variety of online tools
to gather and organize meaningful data quickly, including online portfolios where children’s work can be stored.
They can create a developmental profile of each child to answer the questions, “What does this child know? What
is he or she able to do?” Teachers can also understand how their observations relate to important objectives for
development and learning and use that understanding to scaffold each child’s learning and determine if a child is
making progress and compare the child’s knowledge, skills, and behaviors to those of most children of his or her
age or class/group. It further helps teachers recognize children who might benefit from special help, screening, or
further evaluation.

Creative Curriculum
For over 25 years, Teaching Strategies has believed that the best and most powerful way to improve child
outcomes is through effective teaching. And that’s why they have created forward-thinking,
comprehensive, research-based and research-proven curriculum resources. These help preschool teachers
and infants, toddlers and twos caregivers to be their most effective, while still honoring their creativity and
respecting their critical role in making learning exciting and relevant for every child. As the field of early
childhood education has evolved, so too has The Creative Curriculum, incorporating the latest research
and best practices and taking the needs of every type of learner into account.

Conscious Discipline
http://consciousdiscipline.com/
Conscious Discipline is a comprehensive emotional intelligence and classroom management system that
integrates all domains of learning (social, emotional, physical, cultural and cognitive) into one seamless
curriculum. Conscious Discipline is an evidence-based comprehensive program that utilizes everyday events
rather than an external curriculum, and addresses the adult's emotional intelligence as well as the child's.
Teachers learn to respond to daily conflict in a way that transforms it into an opportunity to teach critical life
skills, and watch every aspect of their classroom life improve! Conscious Discipline is evidence-based, and
was named as a national model for character education by the Florida State Legislature.

http://catchinfo.org/
CATCH (Coordinated Approach to Child Health) is the most proven program to prevent childhood obesity
and launch kids and communities toward healthier lifestyles. By impacting a child’s nutrition, level of physical
activity, classroom environment and community, CATCH has changed lives in over 10,000 schools and
communities nationwide. CATCH creates an environment that makes healthy decisions fun, and our
“Coordination Kits” make it easy for schools and childcare programs to use the program effectively across
disciplines. CATCH has the largest evidence base of any obesity prevention program, and is championed by
health professionals and school administrators nationwide.

Social Scenes: Promoting Preschool Friendships
Social Scenes: Promoting Preschool Friendships is designed specifically to empower teachers to facilitate the
development of friendship skills. Teachers are encouraged to reflect on how their choices and decisions impact
children’s opportunities to learn and practice these skills. This supplemental program is standards-based and
includes a variety of classroom activities linked to Florida VPK standards. Research supports that young children
benefit immensely from learning more appropriate responses to difficult situations. This program is integrated
with language arts and approaches the learning of social emotional skills through characters and situations
presented in stories. Francesca and Finley Ferret are the Social Scenes mascots who guide the children through
familiar childhood scenes to build social problem solving skills.

Enrichment Classes
Spanish with Margaret Warren

I have a Masters Degree in Education. I taught Spanish at Accotink Academy in Ponte Vedra, from 1997 to 1999.
Then I started teaching Spanish at Palms Preschool in Jacksonville Beach from 1999 to present. I am looking
forward to teaching at U. N. F.
I teach Spanish through songs, story books, and games. I use finger puppets for children to use acting out certain
songs and
activities. Some of the subjects I cover are: colors, numbers, family, neighborhood, manners, health, food, drinks,
sports, geography, emotions, seasons, holidays, animals, dinosaurs, and other subjects suggested by teachers. The
children will often get Spanish activity sheets to color.
Happy Feet

Happy Feet Soccer is a great way to start teaching your little one about healthy habits. Our Storytime with a
Soccer ball philosophy is not only fun but also educating for them. We also teach Soccer foot-skills which help
them with balance, coordination, and agility while also focusing on building their self-confidence through Soccer
performance.

LITTLE DANCING STARSTHE MOBILE DANCE COMPANY STARTED IN 2001. WE OFFER
CHILDREN 3 TO 6 YEARS OF AGE BEGINNING BALLET AND TAP INSTRUCTION. WE
FOCUS ON POISE, CONCENTRATION, MEMORY AND BALANCE… WHILE HAVING FUN!
CLASSES ARE HELD AT YOUR CHILD’S PRESCHOOL, SO THERE IS NO COMMUTING TO A
STUDIO AFTER WORK OR ON WEEKENDS

School Readiness provider
The School Readiness Program offers financial assistance to low-income families for early child education and
care so families can become financially self-sufficient and their young children can be successful in school in the
future. To learn about eligibility criteria and find out more, contact your county’s early learning coalition. You can
also call the Child Care Resource and Referral Network toll-free at 1-866-357-3239. Parents are responsible for
paying any difference in tuition that is not covered by subsidies.
Child Care Aware of America
Is a national membership-based non-profit organization working to advance affordability,
accessibility, development and learning of children in child care. It provides information,
referrals, tools and resources to families seeking child care nationwide.
MILITARY FEE ASSISTANCE: Child Care Aware® of America operates a Fee
Assistance Program that serves Navy, Air Force and Marine Corps families. If you have a valid state license and
annual licensing inspection, you may be eligible to participate in the program. Parents are responsible for paying
any difference in tuition that is not covered by subsidies. For further information please visit their website at
http://usa.childcareaware.org/
VOLUNTARY PREKINDERGARTEN (VPK)
VPK is a federal program run by the state. The program provides families with free early education for their
children to prepare for kindergarten. Children are not required to attend VPK, attendance is on voluntary basis
only. Children must live in Florida and be 4 years old on or before Sept. 1 of the current school year to be eligible.
If their fourth birthday falls Feb. 2 through Sept. 1 in a calendar year, parents can postpone enrolling their child in
VPK that year and wait until the following year when their child is 5. Parents can choose from different
educational settings and various program options. Private childcare centers, public schools and specialized
instructional services providers offer VPK.
UNF Preschool as a Research Site
The second part of our purpose is “the Center provides the University a research and training site for students and
faculty in Education and other majors. Students and faculty of UNF and partnering institutions use the Center for
research, pre-internship work, observation, and volunteer opportunities for their coursework. ”. Part of the
extension of the classroom is hands on experience in actual classroom settings which our center provides with
close supervision. Our center also participate in extensions of current knowledge about early childhood education
through collaboration and cooperation with various UNF academic departments and their various research
projects.
There is a strong partnership between the Education Department and UNF Preschool. Both the departments work
in close collaboration to use their resources effectively for their mutual benefit. On the one hand the Education
department works closely with the Preschool to help its teachers get EEC degrees/certifications etc. and on the
other hand, UNF Preschool provides students, opportunities to gain hands on experience working with children,
do observations/projects, and volunteer hours. Students can also volunteer to work one-on-one with a child who
speaks their language to help the child until he/she gains command over English language. The center also
provides internship opportunities for students. On the same note, the center enjoys support of other UNF
departments such as Student Affairs, IT, Early Childhood Department, Police Department, Physical Facility, and
legal Department. All this gives us strengths that other centers don’t enjoy.
UNF Preschool usually has over a 100 UNF students come to do observations, volunteer hours and projects with
the children throughout the year. These students are from various departments on campus such as the education

department, the nutrition department, the psychology department and the English as a second language program.
While this is a great opportunity for UNF students to gain hands on experience, it also provides children positive
interaction with adults and varied experiences through projects and activities with the UNF students. One of our
greatest strength is our strong relationship with different departments on campus and access to diverse resources
that help provide children a rich and wholesome experience. This relationship helps us arrange several learning
and fun activities held in collaboration with various departments on campus. Often the parents and other family
members are also able to attend the different events and activities which helps build community partnership and
family engagement.
The Program
Hours of Operation: Monday through Friday
7:00 a.m.-6:00 p.m.
Office Hours: Monday through Friday
8:00 a.m.-6:00 p.m.
The Center offers a readiness program directed towards formal education for preschool children. UNF
Preschool uses the Creative Curriculum, ELLM Plus, CATCH (staying healthy), Friendship Curriculum and
Becky Bailey’s Conscious Discipline. The program promotes Discovery Learning through “hands-on”
experiences. Your child will be encouraged to use observation, manipulation, and experimentation to learn
about the world in which they live. Parent conferences are held twice a year or at a parent’s request. Our
enrichment programs include Happy Feet (a soccer based movement class), music, Dancing feet and Spanish.
The Preschool Program
Ages 2 and one-half years to 5
The UNF Preschool is a center for early learning which provides quality care and play-based education preschool
age children. The daily schedule consists of large and small group activities structured group activities, outside
play, multiple learning centers, and snacks, and time for rest. Each day provides enriching opportunities, in and
out of the classroom, for social, cognitive, physical and emotional development in a safe, nurturing and supportive
environment. The curriculum is child centered and driven by both teacher planned themes and the interests and
needs of the children. Children have opportunities to talk with and listen to adults, talk and listen to other children,
to hear stories, to listen to music, to exercise, to cook, to do art activities, and to sing. Special projects are planned
such as walking “field trips” to campus, cooking projects, special guests etc. The primary goals of the center is to
help each child feel secure, to become “school-ready” to help them learn how to get along in a group and
participate in the classroom community, while embracing and celebrating their unique individuality and to
develop their unique talents and abilities.
Typical Daily Schedules
Greeting/Arrival: Parents escort their child to their classroom and to their teacher. Small Group
Activities/Choice Time: After arrival, children choose from a variety of centers and play areas in their classroom.
Large Group Time: Children meet with their teachers who have planned a variety of activities such as music,
movement, weather and other skill building activities to focus on the specific developmental needs of the group.
Outdoor Activities: Twice each day children go outside except in extreme weather conditions. The children
choose from a variety of activities including climbing, outdoor dramatic play, tricycle riding, sliding and other
large motor games. Departures: Parents pick up their children from their classrooms and talk with their teachers
about the day’s activities.
The following pages show the typical daily schedule for the different classes
Bear’s Daily Schedule
7:00 – 9:00 Arrival / Wash Hands / Centers
9:00 – 9:20 Morning circle: Conscious Discipline & Friendship Curriculum
9:20 – 9:35 Wash Hands / Snack

9:35 – 9:45 Whisper Reading/ Bathroom
9:45 – 10:00 ELLM circle time
10:00 – 10:45 Centers
10:45 – 11:15 Outside Play
11:15 – 11:30 Bathroom/ Wash Hands
11:30- 12:00 Small Group/ Centers
12:00 – 12:15 Clean up/Calendar/Weather/Story
12:15 – 12:45 Wash hands/ Lunch / bathroom
12:45 – 2:30 Read books on cots/Rest / Nap time
2:30 – 2:45 Wake up / Bathroom/Wash hands / Snack /Whisper Reading
2:45 – 3:00 Afternoon circle
3:00– 3:45 Small group/Centers
3:50 – 4:00 Clean up/ Bathroom
4:00—4:30 Outside time
4:30 – 4:45 Wash hands / Bathroom/ Wash hands
4:45 – 5:30 Center time
5:30 – 6:00 Table games / art / writing / library
Manatee’s Daily Schedule

VPK Hours 9am-12pm

7:00 – 8:00 Arrival in Cardinals class
8:00 – 8:45 Center time
8:45 – 9:00 Clean up
9:00 – 9:30 Outside
9:30 – 9:45 Morning circle / greeting / music movement
9:45 – 10:15 Wash hands / snack
10:15 – 10:30 Circle time / ELLM
10:30 – 11:00 Small groups
11:00 – 11:45 Center time
11:45 – 12:00 Clean up / lunch and nap mat set up
12:00 – 12:30 Lunch
12:30 – 12:45 Bathroom / clean up / story
12:45-2:30 Nap
2:30 – 2:45 Wake up / put mats away / bathroom
2:45-3:00 Circle
3:00-3:30 Snack
3:30-4:00 Outside
4:00-4:30 Small Groups
4:30-5:15 Centers

5:15-5:30 Clean up/ Movement/ transition to Cardinals
5:30 – 6:00 Pick-up in Cardinals
Dolphins’ Class Daily Schedule

VPK hours are from 9am - 12 pm

7:00- 8:00 Arrival in Cardinals’ class
8:00-8:50 Limited Centers
8:50 – 9:00 Clean up
9:00- 9:20 Gathering and Uniting Circle
9:20-9:40 Morning Snack
9:40 -10:00 Books/ Music Movement
10:00-10:30 Outside
10:30-11:00 ELLM Circle
11:00-11:30 Small Groups
11:30-12:15 Centers
12:15-12:30 Lunch Set Up/ Nap Preparation
12:30-1:00 Lunch
1:00-1:15 Bathroom/ Nap Preparation
1:15- 2:45 Nap
2:45 – 3:00 Wake Up
3:00 – 3:30 Outside
3: 30 – 4:00 Circle time/Story
4:00 – 4:30 Small group
4:30-5:15 Center time
5:15 -5:30 Clean up
5:30 – 5:45 Music and Movement/ Story
5:45 – 6:00 Manipulatives/ Clean up and final Departure
Cardinal’s Daily Schedule
7:00 – 8:50 Table toys and limited centers
VPK is from 9 am – 12 pm
8:50 – 9:00 Clean up
9:00- 9:15 circle time / calendar / weather / transitional phonics activity
9:15 – 9:30 Snack / books
9:30 – 10:00 Outside play
10:00 – 10:10 Handwashing / books
10:10 – 10:30 ELLM circle / alphabet song / ELLM book
10:30 – 11:00 Small groups
11:00 – 11:45 Centers / individual instructional & support
11:45 – 12:00 Clean up / music & movement / nap set up / bathroom / handwashing

12:00 – 12:30 Lunch
12:30 – 12:45 Handwashing / books on cots
12:45 – 2:15 Nap time (at 1:30 choice to read a book or small manipulatives)
2:15 – 2:30 Wake up / put away cots / bathroom / books
2:30 – 3:00 Outside play
3:00 – 3:20 Handwashing / Snack / books
3:20 – 3:30 Conscious disciples or theme story / transitional phonics activity
3:30 – 4:00 Small groups
4:00 – 5:00 Centers / clean up (Manatees join Cardinals at 5)
5:00 – 5:15 Music & movement
5:15 – 6:00 Table toys and limited centers

Children with Special Needs
The center will make every effort to include children with special needs. Administration will assess each child on
a case by case basis in cooperation with the parents/guardians and other professionals as appropriate. Every effort
will be made to make reasonable accommodations and adaptations that are reasonably achievable. If, after review
of the needs and adaptation required/or attempts at accommodation and adaptations/or after inclusion, the center is
unable to meet the needs of the child, the center reserves the right to request that the parents seek a program that
does meet the needs.
For children with special needs, only staff who need to know are informed of the child’s condition. The
parents/guardians will be responsible for any expenses needed for observation and/or testing.
Admission and Withdrawal
Eligibility
Children of UNF students are given first priority over all others on the waiting list. Priority is given to siblings of
children currently enrolled in our program. The next priority is given to UNF staff or faculty and the last priority
is given to community parents.
Application
To apply for admission to our child care center, a completed Enrollment Application form must be submitted to
our Office with the required registration fee and supply fee. The Enrollment Application form is available at our
office. We require that parents pick up registration packets from the Center’s Office in order that we may review
the packet and our program with you. The acceptance of your child’s completed application will be acted on a
first come, first serve basis. Completed applications must be returned at least 24 hours before your child attends
the Center.
Notification List
The list is established on a first come, first serve basis. The average wait time for enrollment varies from
semester to semester depending on parent classification (UNF student, UNF faculty/staff, community) and age
of the child. As children continue to mature while on the waiting list they are automatically considered for any
available space for which they qualify.
Admission Procedures
When a space becomes available, beginning at the top of the list, parents are notified that a space is available for
their child. Note: Student status is verified prior to an offer of enrollment. Parents must be enrolled and registered
for class at the time the space becomes available to be eligible for the student priority. Parents are given 24 hours

to notify us of their decision to either accept or decline enrollment. If the space is declined, the spot is offered to
the next child on the list.
Admission Forms
When an offer of admission is accepted, a start date is determined for the child. Parents must complete the
Enrollment Packet prior to the child’s first day of attendance.
Checklist for completed application packets
 Enrollment Form
 Schedule Form
 Emergency Procedure Information
 Emergency sheets if your child has a severe allergy or serious illness (ex: diabetes or
uses an epi-pen)
 Financial Policy Signed
 Administrative Policy Signed
 Health Form-HRS 3040 (yellow/physical)
 Health Form-HRS 680 (blue/immunization)
 Recent 2x2½ Inch Head and Shoulders Photo of Your Child
 “Know Your Child Care Center” Pamphlet
 Parent Organization Enrollment Form
 Voluntary Pre-Kindergarten voucher (VPK) for 4 Year Olds
 Voluntary Pre-Kindergarten attendance policy
Once you’ve committed to a schedule, you will be billed accordingly, throughout the semester. Contracted
days cannot be traded for days missed. The only exception would be for a fieldtrip. If you need to change your
child’s contracted schedule you may submit a schedule change request form. This must be submitted at least
two weeks prior to the requested change. The office manager will let you know within three business days if a
spot is available for your requested days. Similarly, if you wish to withdraw from the program you must give a
two week notice and submit the withdrawal form. At that point all of the outstanding balance must be paid in
full. If you choose not to give a two week notice you will still be required to pay for the billed two weeks.
Withdrawal Procedures and form
Two week notice is required to withdraw your child from the program. A withdrawal form is required to be filled
out. All outstanding balance must be paid in full. If you choose not to give a two week notice you will still be
required to pay for the billed two weeks. On the child’s last day all gate keys need to be returned to the office and
take all of child’s artwork and clothes home.

Withdrawal Form
(SEE BILLING SCHEDULE FOR WITHDRAWAL DEADLINES)
Two week notice is required. All outstanding balance must be paid in full. If you choose not to give a two week
notice you will still be required to pay for the billed two weeks. On the child’s last day all gate keys need to be
returned to the office and take all of child’s artwork and clothes home.
_____________________________
Parent/Guardian Name
_____________________________

___________________
Parent/Guardian N #
____________________

Child’s Name
_______________
Child’s Last Day

Class
Effects Term Below:
Fall Spring Summer _______
year

( ) Withdrawal from Program
Please give the reason that you are withdrawing your child.

_____________________________
Parent Signature
_____________________________
Staff Signature

_________________
Date
_________________
Date

OFFICE USE ONLY

PARENT EXIT CHECK OFF LIST

Add to Billing Box

Return All Gate Keys

Change Billing Helper Outer for term

Take Home All Clothes

Change Excel spreadsheet for term

Take Home All Artwork

Email change to teacher & change in ProCare

Expulsion policy

Balance Paid Off

Every effort will be made to prevent the notice of termination of a child from center participation. However,
UNF Preschool reserves the right to give notice of termination of enrollment under these conditions:









Your childcare bi-weekly bill should be paid by the due date or you will be denied service. Once an
account exceeds two fulltime billing periods, the account is referred to the office of Finance and
Accounting. The Office Manager will contact the parent via a note.
Lack of follow through on special arrangements for payment.
Failure to adhere to policies and procedures as communicated in the parent handbook.
The program is unable to meet the developmental needs of the child.
If a child becomes a disciplinary problem, and attempts to resolve the conflict fail, the child will be
dismissed from the Center. The program will provide the parents with two weeks’ notice, except where
such notice is not reasonable because of safety concerns.
 When there is a parental dispute between divorced parents/guardians about issues involving the child in
relationship to the Center, this issue should be brought to the attention of the Director. The Director will
make every attempt to work with the parents/guardian so the transition between home and school can be
a smooth one. If the situation becomes administratively disruptive to the Center, the Center has the
authority to ask that the child to be withdrawn.
Please be advised your child needs to be fully potty trained to be in the Cardinals, Dolphins or Manatees
classroom (age 3 to 5 year old) to continue at UNF Preschool.
A conference with the parents of the biting child will be held to develop a plan of action. Schedule followup meetings or telephone conversations as needed. Notify parents that removal from the program may be a
possibility if biting issue is not resolved. A time line for improvement or resolution will be established
based on individual situations and behaviors. If it is deemed in the best interest of the child, the program,
and the other children, the child may be terminated from the program.

Fees and Payment
Registration Fee
A $100 non-refundable registration fee and $35 non-refundable supply fee is due at the time of registration.
Thereafter, the annual registration fee ($100.00) is due in August. Your financial obligation begins when you
accept the enrollment by completing and signing the enrollment/admission agreement. Your signature on the
enrollment agreement obligates you for two week tuition fees whether your child attends or not.
Eligibility for Student Rates
To be eligible for student rates, a parent must be prepared to provide documentation from the University
Registrar that verifies degree-seeking status and must be prepared to provide documentation from the parent’s
academic department that there is reasonable progress toward the attainment of a degree. If documentation is
not provided, the community tuition rate will automatically be assessed. In other words, just registering for a
course at UNF does not qualify a parent to be eligible for the student tuition rate. The parent must be degreeseeking. Community tuition rates will automatically be assessed until the degree-seeking status is obtained. In
order to qualify for the student rate, the person must be a fee paying student, taking at least 6 credit
u n d e r g r a d u a t e hours or 3 credit graduate hours. Each person must submit a copy of their current fee slip
each time they enroll their child.
Billing
Your childcare bi-weekly bill should be paid by the due date, which is always the Friday before services are
rendered (refer to term billing schedule), or you will be denied service. Term billing schedules will be emailed
to all parents prior to the semester start date and they are also available in the Preschool Office. Once an
account exceeds one fulltime billing period, the account is referred to the office of Finance and Accounting.
The Office Manager will contact the parent via a note. If this effort does not succeed, then the account is
turned over to a Collections Agency. If you have any questions or concerns, please speak with the office
manager.
UNF Preschool requires two weeks’ notice from UNF Students before Intercession if the child will not be at the
Center during Intercession or you will be charged for the week of Intercession; General Public and Faculty and
Staff do not have this option and will be charged during Intercession.
UNF Preschool’s policy is to be periodically closed for staff training and holidays throughout the year.
UNF Preschool’s enrollment is based on year round attendance. Therefore, there will be no credit for
holidays available to parents as a result of this policy. Additionally, tuition will not be prorated or
credited for family vacations, extended absences or emergency closings including natural disasters or
inclement weather.
Emergency Closing and Inclement Weather
If the threat of a natural disaster such as hurricane, tornado, flooding, etc., is imminent, we will follow the
University of North Florida closure guidance. Once the storm passes and is out of the area, we will assess the
center for damage and re-open as soon as possible.
The following steps must be confirmed before opening the center:
•
The center must have power and any physical damage must be repaired
•
There must be available staff in the center to provide appropriate and required staff to child ratio.
Parents are responsible for child care tuition even in the event that the center is closed due to natural
disaster.
Late Pick Up Policy

Parents are expected to pick up their child a few minutes before closing time. A late pick-up fee of $15.00 will
be charged for every quarter you are late beginning at the end of your contracted time. A charge will be
assessed the minute the center closes at 6 Pm and every minute thereafter. For example if the child is picked up
at 6:01 pm there will be a late charge of $15 or if the child is picked up at 6:16 pm there will be a late charge of
$30 and so forth. If the child has not been picked up one hour after closing and parents or emergency contacts
cannot be located, the UNF Police Department will be contacted for their assistance. This action will be taken
only as a last resort. Parents are responsible for all late fees for the entire period that staff must stay with the
child. The director will be apprised of families who are consistently late. The director will then contact the
family for a conference to work out a solution. If a child is consistently picked up late the family might be asked
to withdraw the child from the program.
Voluntary Pre-Kindergarten (VPK)
The University of North Florida Preschool and Child Development Research Center offers Voluntary
Pre-Kindergarten (VPK) classes. Classes are held five days a week. VPK instructional hours are 9 am-12:00
p.m. Monday-Friday. Please visit www.vpkflorida.org for further information or ask in the Front Office.
UNF Preschool provides a VPK Program that begins in fall semester and ends in summer semester. Tuition
associated with the 3 hours of daily VPK instruction is subsidized by the State of Florida. The total number of
instruction hours is 540. Parents are responsible for the parent-portion of tuition fees if applicable. Non-VPK
instructional days include all days that the UNF Preschool is closed including University holidays, semester
breaks and spring break.
As VPK is a State of Florida sponsored and funded program, enrollment in UNF Preschool does not automatically
enroll children into the program. The parent must apply and be certified to enroll through the Early Learning
Coalition of Duval.
Application forms are available on ELC website. Parents will need to submit documentation of Florida residency
and proof of the child’s date of birth to the Early Learning Coalition of Duval. The application form describes
various documents that will be accepted as proof. It is important to note that parents must take this
documentation in person. No faxes or forms sent in by mail will be accepted. If a child is eligible for the VPK
program the parent will receive a Child Eligibility and Enrollment Certificate. The Early Learning Coalition of
Duval is located at: Cypress Plaza, 8301 Cypress Plaza Drive, Suite 201, Jacksonville, FL 32256, 904-2082044, hours and www.elcofduval.org.
Parents must submit a Child Eligibility and Enrollment Certificate for each VPK eligible child to be
officially enrolled in the VPK program. If a Certificate of Eligibility is not submitted, the child will not be
enrolled in VPK. Children who are four, and eligible, but not enrolled in the VPK program must pay
tuition fees according to the current regular fee schedule. It is the parent’s responsibility to insure that all
the necessary steps are completed to enroll their child in the VPK program.
Attendance Policy for Voluntary Pre-Kindergarten
It is important that each child attends every day and arrives on time to receive the maximum benefits and to
ensure they are prepared to succeed in kindergarten. Although absences and late days do occasionally occur, to
maintain a child’s eligibility in the Center’s VPK program regular and prompt attendance is required.
Frequent absences (more than 3 days per month) and recurrent tardiness (more than once per week) may result
in dismissal from VPK, your child may continue to attend the center; however, parents will be expected to pay
the full tuition as defined by their category of enrollment.
Definitions
(a) “Instructional day” means each calendar day recorded as a day the school is scheduled to deliver
instruction to the VPK class.
(b) “Partial Day” means each instructional day that a student is present for less than two hours and
45 minutes of instructional time.
(c) “Regular period” means the instructional days of VPK which remains after the startup date (e.g.,
175 days of 180-day class schedule has 180 instructional days.)







(d) “Attend” or “attendance” means each instructional day that a student is present for full or part of
that day’s VPK instructional time.
(e) “Absent” or “absence” means each instructional day that a student is not in attendance at the
VPK program.
(f) Absences due to extraordinary circumstances examples:
a. Hospitalization of the student, parent, or guardian with appropriate documentation
b. Illness of the student, parent, or guardian, which requires a home-stay as documented
c. Death in the student’s parent’s or guardian’s immediate family with appropriate
documentation (e.g. obituary, death certificate):
d. Court ordered visitation with appropriate documentation ( e.g. court order)
e. The parent’s or guardian’s unforeseen documented military deployment or exercise.
Starting from the end of the start-up period a child may be absent a total of 15 days.
Starting from the end of the start-up period a child may have up to 15 partial days. At that point the
student will be withdrawn from the VPK program and start paying full fees.
If a student is absent from the VPK program for 5 consecutive instructional days, the student is
considered withdrawn from the program unless written documentation which describes the reasons for
the absence is provided to the school. The documentation must describe a reason (e.g. doctor’s note) for
the absence and not limited to the extraordinary circumstances described above.
Please call and inform UNF Preschool when your child is going to be absent.
General Attendance policy and Notification Rule
Due to strict DCF rules concerning children’s daily attendance our center requires parents to notify the
teachers/school of their child’s absence or change in schedule for the day. Please let us know as soon as
possible if your child is going to miss school or will arrive late. The center is required to document the
absence/change. Since our VPK and major academic/curricular activities begin at 9 am we ask parents to
notify us by then. Per DCF rule we are required to contact parent/guardian, if unable to reach them then
notify emergency contacts about the child’s absence. Our center will start calling parent/guardian etc. at 10
am. To make the process easier and help us use our time more productively we earnestly request parents to
notify us at their earliest.

UNF Preschool Rates
Spring/Summer/Fall
UNF Students
Tuesdays and Thursdays (7 – 6)
Mondays, Wednesdays, and Friday (7 - 6)
Full Time (M-F; 7-6)
Registration Fee
VPK Wrap-Around (4 yrs. by Sept. 1)
VPK Only (4 yrs. By Sept. 1st)

$80.00 per week
$120.00 per week
$135.00 per week
$55.00 per child (one-time fee)
NON REFUNDABLE
$90.00 per week
FREE! (9am-12pm)

Faculty/Staff or Alumni
Tuesdays and Thursdays (7 - 6)
Mondays, Wednesdays & Fridays (7 - 6)
Full Time (M-F; 7 - 6)
Registration Fee

$84.00 per week
$124.00 per week
$179.00 per week
Currently $100.00 per child (see note
below) NON REFUNDABLE

VPK Wrap-Around (4 yrs. By Sept. 1)
VPK Only (4 yrs. By Sept. 1st)

$134.00 per week
FREE! (9am-12pm)
General Public

Tuesdays and Thursdays (7 - 6)
Mondays, Wednesdays & Fridays (7 - 6)
Full Time (M-F; 7 - 6)
Registration Fee
VPK Wrap-Around (4 yrs. By Sept. 1)
VPK Only (4 yrs. By Sept. 1st)
General Fees for All Patrons
Supply Fee

$84.00 per week
$124.00 per week
$184.00 per week
Currently $100.00 per child (see note
below) NON REFUNDABLE
$139.00 per week
FREE! (9am-12pm)

$35.00 per family (per semester)
NON REFUNDABLE
$40.00 per day
$42.00 per day

Extra Day for Students
Extra Day for General Public, Faculty, Staff, and
Alumni
 Mondays/ Wednesdays/ Fridays or Tuesday/ Thursday enrollment is based on
availability
 Extra day charges will be applied to your account if child is brought outside of contracted scheduled
days. Please talk to the office before adding days for ratio/staffing discrepancies. Always receive
confirmation of any extra days with the office first.
 An annual registration fee will be charged at the beginning of every fall semester. Patrons who
register towards the end of school year (summer) will pay $40 for the remaining of the current
school year and then onward follow the regular annual schedule for registration fee payment.
Changes in Family Schedule
No refunds, prorates or credit is given to accommodate individual family vacations, changes in family
schedules, or absences due to illness or injury. In short, by enrolling your child you are agreeing to the tuition
fee for as long as your child is enrolled, irrespective of the actual number of hours you and your child use the
service. We request that every family inform the program of any known upcoming absences and/or tardies so that
the teachers can plan center activities accordingly. Should the child not attend for a period exceeding two weeks
without communication with the center director, enrollment may be cancelled. Tuition fees are assessed until
enrollment is cancelled via the completion of the Withdrawal Notice form.
If your child’s participation is, in any part, assisted financially by Federal or State of Florida funds, absences must
be documented (excused) in writing and turned in to the program. See the VPK and School Readiness sections of
this Handbook for examples of extraordinary circumstances/excusable absences.
Late Charges/Past Due Payments
Unpaid, past due accounts, including any late fees, are placed on the University-wide accounts receivable system
as a delinquent account for collection of the full amount due. This may result in a registration and/or transcript
block. Parents will be asked to withdraw the child from the program if tuition is past due and no payment plan has
been contracted or if the plan is not followed.
School Readiness Subsidy

Parents are responsible for the full amount of the regular UNF Preschool tuition rate for their child. (2) It is
important to understand that payments from ELC are based on the parent’s ELC eligibility status, the number of
days in the month and the number of days a child attends the center. (3) Upon certification for participation in the
School Readiness Program by the ELC, parents will receive a specified rate based on the center’s tuition rate and
the parent’s eligibility status. (4) The ELC will issue a check for payment to UNF Preschool. This check will be
applied to the parent’s account as a subsidy payment.
(5) Checks from the ELC are typically issued at the end of the month. Subsidy payments from the ELC are applied
to next month’s tuition.
(6) Refunds to parents are only issued for money paid by the parent. (7) Under the School Readiness Provider
contract, the UNF Preschool is required to collect, and parents are required to pay, the daily Parent Fee rate.
Failure to pay the Parent Fee will result in the parent being referred to the ELC for determination of continued
enrollment in the School Readiness Program
(8) Parents are responsible for paying tuition fees during enrollment in UNF Preschool not covered under the
School Readiness Program. The School Readiness program is available each semester for as long as the parent
maintains their ELC eligibility.
The School Readiness Program is a State of Florida sponsored and funded program, enrollment in UNF Preschool
does not automatically enroll children into the program. The parent must apply and be certified through the Early
Learning Coalition of Duval (ELC).
To enroll on the ELC’s Wait List, www.elcofduval.org, Families will receive a call from ELC staff to review the
details of the application. If the information provided appears to meet the requirements of the program, an
appointment will be scheduled to determine program eligibility. Once eligibility is confirmed, the family will
select a child care center and service will begin immediately. More information is available online at
www.elcofduval.org.
The ELC requires periodic re-certification for families to continue to receive tuition assistance. It is the parent’s
responsibility to maintain their certification eligibility as required.
Regular attendance is required. Payments by ELC will not be authorized for more than three (3) absences per
calendar month except in the event of extraordinary circumstances. The ELC is the final decision maker on
approval for payment. Parent must complete an Extraordinary Absence Reimbursement Request Form and
provide documentation justifying the absences
Examples of an extraordinary circumstance that may require excessive absences include the following:
1. Hospitalization of the child or parent with appropriate documentation;
2. Illness requiring home-stay as documented by physician;
3. Death in the immediate family with appropriate documentation (i.e., obituary, death certificate);
4. Court ordered visitation with appropriate documentation (i.e., court order); or
5. Unforeseen documented military deployment or exercise of the parent(s).
Students receiving Financial Aid (Grants, Loans & Scholarships)
For students that receive financial aid of any kind it is important to understand how financial aid is disbursed
through your Cashier’s office. When financial aid is paid out, the funds will first be used to pay off any
outstanding charges owed on your student account (tuition, childcare charges, food services charges, parking
tickets, etc). Once all outstanding charges are paid in full, any remaining financial aid funds are then disbursed to
the student in the form of a financial aid refund. If a student wishes to have childcare fees deducted from financial
aid, it is the student’s responsibility to fill out the required forms at the cashier’s office.
Parents/guardians rights and responsibilities
If you have an area of concern, difficulty or a conflict, please inform the appropriate person as indicated.
 If it is in your child’s class, please set up a meeting with the teacher,
 If it is a billing question or other office procedure please meet with the Office Manager.
 If either problem is not resolved, please meet with the Director at 620-2372.
 If the Director is unable to satisfactorily resolve your difference, please meet with the Associate



Vice-President for Student Affairs at 620-2600.
When there is a parental dispute between divorced parents/guardians about issues involving the
child in relationship to the Center, this issue should be brought to the attention of the Director.
The Director will make every attempt to work with the parents/guardian so the transition
between home and school can be a smooth one. If the situation becomes administratively
disruptive to the Center, the Center has the authority to ask that the child to be withdrawn.
Grievance Procedure
We have a multi-step process to assist parents with resolving any problem or concern.
 Step 1. If the problem is with an individual, talk it through with that person directly as
soon as is practical.
 Step 2. If the problem is not resolved with the person directly, then discuss it with your
child’s lead teacher, if appropriate.
 Step 3. If the problem remains unresolved, talk with the Director of your center.
 Step 4. If the problem still is unresolved, you may contact Associate Vice President of
Student Affairs, Mr. Everett Malcolm at 904-620-2600 or email at emalcolm@unf.edu

Child Safety and Well Being
For the continued safety of your child, accompany your child until she/he is safely inside the classroom
doors and “signed in”. Please be sure that your child’s teacher is aware of his/her arrival. Also, accompany
your child while he/she is being “signed out” and leaving the Center.
The Center provides each family one security gate card upon enrollment at no charge. If additional
cards are necessary, or a card is lost, you can purchase another card from the Center at a cost of $10.00. As a
convenience for parents who may occasionally forget their gate key, we have a Gate Release Form that parents
may sign in the front office in order to be let in and out of the gate.
The Gate Release Form is limited to three sign-ins per person per month. If you have signed the
Gate Release Form more than three times per month, the Center will automatically bill your Child’s
account $10 and a new key will be issued to you.
UNF Preschool discourages idling vehicles (buses, families’ automobiles) in the parent drop-off/pickup loop parking area, except if vehicles need to idle in extreme heat or cold to maintain interior or engine
temperatures.
Procare Sign In & ID Process
The center has installed a Computer Check-In/Out System. Each day you bring your child to school, we ask that
you please sign your child in at the Sign-In Computer in your classroom. Upon enrollment you will set up codes to
sign-in your child. Each person who has been authorized to pick-up your child can set up a unique ID code in the
Preschool Office.
Once you have entered your two unique 4-8 digit codes, you should see a screen similar to the one pictured below:

Upon signing in, always click on the “Messages” button
should it appear. “Messages” will appear only when the
office or the staff has an announcement or notification
that requires your immediate attention.
“Schedules” will always appear. “Schedules” displays
your current enrollment schedule at the center. In the
future, the “Immunization” button will indicate that your
immunizations need to be updated. Currently, we are in
the process of adding information and this feature is not
fully operational. In the meantime, parents will be
notified of Immunization & Physical form updates in the
“Messages” button.
To check your child in, just press the large button in the middle of the screen. In our example, it says: “Test Test
is Currently Checked Out”. When you click on it, it will change to a green color and will say the time and date your
child is checked in. Hit finished and your child is successfully checked-in. When it is time to check-out, just click
on the same button in the middle of the screen and it will turn red with the time and date that the child was checkedout, click Finished and you are check out. If you have any questions or problems checking your child in, please do
not hesitate to ask for assistance from the staff or the front office.
Arrival and Departure Procedures
It is important that parents adhere to the procedures for bringing children to school and picking them up as it
ensures their health and safety. Upon arrival at the center, parents should accompany their child to the classroom
or playground where they will begin the day’s activities. Make sure you sign your child in on Procare as well as
sign out when you depart for the day. This is a state law requirement. Greeting your child’s teacher(s) when you
arrive or depart lets them know when your child is present in the center and gives you an opportunity to discuss
any changes in eating or sleeping patterns or any other news about the home that might help them understand your
child. If you arrive or depart during times when the teacher(s) are engaged with the group or other children, write
a note for them or contact them later in the day when the children are napping if needed.
To support your child’s burgeoning sense of daily, predictable, and secure routines and the learning
experiences that are planned for your child and the other children, please plan to arrive in time to help your
child settle into the center before the first activities, i.e. before 9:00 A.M. For VPK participants it is important
to review the attendance policy in a previous section of this handbook. In the afternoon, plan your day to arrive
in time to collect your child’s belongings and time to “take leave” before the centers closes.
Release of Child from Center
Your child shall not be released to any person (s) other than the authorized parent, legal caregiver and
listed individuals on the enrollment forms. Any person (s) authorized to take a child from the center, other than
the child’s parent or legal caregiver, must present picture I.D. to the staff before a child is released. If parents
or caregiver cannot be reached, the persons listed on the “authorization for pick up” will be called in case of
illness, injury or emergency: (It is the parents’ responsibility to keep the center current).
If the child has not been picked up one hour after closing and parents or emergency contacts cannot be
located, UNF Police Department will be contacted for their assistance. If someone other than yourself is going
to pick up your child, make sure they are on the authorization list for your child to be released and they bring a
picture I.D. to show. Provide us with a note if your child’s ride home is temporarily changed or if your child
will be picked up by someone other than those listed in your child’s file. In these circumstances, photo
identification will be required. Verification must be in writing. We will not accept telephone verification.
Persons not authorized will not be allowed to remove your child from the Center.

Open Door Policy and Child Access
UNF Preschool understands the value of the parent and child relationship as the family serves as the child’s
first teacher and the bonds of a child and their family is crucial to healthy development. It is for this reason that
UNF Preschool maintains an open door policy for all the families of the children served.
Parents and family members have open access to their children who are enrolled in the program at all times.
The only exception is if there is legal documentation on file in the center that forbids access. Parents of children
enrolled in our programs are not required to call prior to arriving or entering the program and may visit
unannounced at any time during center operating hours.
Families are welcome to bring their children to attend the program at times that supports the family. However,
parents must be aware of the impact of missing certain aspects of the program. For example, if you bring your
child in every day at nap time and pick them up in the afternoon, your child may be missing key curriculum
experiences. While you are welcome to come and go according to your family’s convenience, we want you to
be informed as possible about the impact of those decisions. If parents are to be denied access, there must be
legal documentation on file in the center that clearly prohibits access. For example, in some divorce
proceedings or protective restraining orders prohibit access.
University Holidays and Closings
UNF Preschool will be closed each year for the following Holidays/Closings: Labor Day, Veteran’s
Day, Two Days for Thanksgiving Holiday, Winter Holiday typically Christmas to New Year’s day, New Year
Holiday, Martin Luther King Day, Two days at Spring Break, Memorial Day, Independence Day, and 5 Staff
Training Days to be determined at the beginning of the Fall semester.
Smoke-Free Campus and other UNF Policies & Regulations
The University of North Florida is a designated Smoke-Free Campus. The act of smoking is prohibited
on University controlled properties.
For the safety of children and adults, pursuant to Florida Statue Section 790.115(2)(a), UNF prohibits
possessing weapons or firearms on school property. Any type of defined weapons are not allowed on campus
and cannot be stored in a vehicle while on any University or University-controlled property. A weapon or
destructive device as defined in Section 790.001, Florida Statutes, could include non-lethal weapons such as
pellet guns, knives (other than a common pocketknife, plastic knife, or blunt-bladed table knife), metallic
knuckles, slingshots, billies, tear gas guns, chemical weapons or device, or other objects defined in Section
790.001 that can cause the destruction of life or infliction of injury
Pictures
Each of the classrooms can be monitored by closed circuit camera. Parents are able to observe their
children in their classroom via the monitor in the parent library. Children may also have their pictures taken by
students doing projects and at times the local news may come out to take pictures to back up a story. Parents
will be given a photo release to sign at enrollment. Please let us know if you have any concerns in this area.
PHOTOGRAPHIC AND OTHER MEDIA CONSENT, RELEASE AND ASSIGNMENT
Your child is a star! The UNF Preschool is a very active place and there are many opportunities for your child
to have their picture taken. We now have cameras in the classroom which allow the parents to view their
children during class time from the office without disturbing the class. There is a 24 hour recording time with
these cameras and then it is overwritten. The viewing is set up in the parent library. As most of you are aware
we are a model center. The local press and television station are taking a particular interest in preschool
education of late and come to the Center to interview the staff to support a story. In particular, recent T.V.
specials and articles in the local newspapers are concentrating on the quality of education in pre-schools
because of the voluntary pre-kindergarten program. We also have UNF students come and take pictures of the
children to back up their observations of social interactions or to demonstrate an activity they did with the

children. The students then present these pictures to their classes or include the pictures in a report to the
faculty or other internal purposes only. Pictures may be posted to Facebook with parental consent.
Child Abuse and Neglect Policy
Staff who work with your child and family care about your health and well-being. We are required by law to
report child abuse or neglect. Being a parent is no easy task and we are here to support you by offering
guidance in alternative discipline techniques and resources to parenting classes and other useful workshops.
Please ask your teacher or someone in the office about these classes. They are free and have free babysitting.
In the event that a report is to be made, our staff will assist you through the process. We will also be
cooperating thoroughly with Child Protective Services, UNF Police Department, and Department of Student
Affairs. Some helpful websites:
 UNF Preschool Facebook:
https://www.facebook.com/UNFcdrc?fref=ts
 Child Abuse & Neglect: Recognizing and Preventing Child Abuse
http://www.helpguide.org/mental/child_abuse_physical_emotional_sexual_neglect.htm
 Parent’s Guide to Child Protective Services (CPS) http://www.dshs.wa.gov/pdf/publications/22-484.pdf
Child abuse and neglect concerns
Any incidents of suspected child abuse or neglect by UNF Preschool personnel will be referred to the VP for
Student Affairs and the county child protection agency in accordance with the state statute. Investigation of staff
candidates with regard to alleged or proven child abuse, neglect, and/or moral turpitude will be done by UNF
Department of Environmental Health and Safety, the Campus Police and VP for Student Affairs. The office of
Student Affairs will determine if the employee is placed on administrative leave during investigation of the
allegations and whether they can continue their employment at the center or are terminated based on the
investigation findings.
Child Abuse and Neglect Reporting Requirements
All staff are required to sign the document annually.
In accordance with Chapter 415 of Florida Statutes, we will report any suspected case of child abuse or neglect to
the proper authorities and NAEYC using the 72 Hour Report. All child care personnel are mandated by law to
report their suspicion of child abuse, neglect, or abandonment to the Florida Abuse Hotline in accordance with s.
39.201 of the Florida Statutes (F.S.). Staff who report suspicions of child abuse/neglect where they work are
immune from discharge, retaliation, or other disciplinary action for that reason alone, unless it is proven that the
report was intended to do harm.
Abuse
Protecting the health and safety of the children in our care is our number one priority. Everyone who cares for
children must, by law, report any suspected child abuse. If you suspect such abuse, talk to your director
immediately. The director will assist you in taking the necessary steps to report to the appropriate authority.
Florida Statute 39.201 states that anyone who knows or has reasonable cause to suspect that a child has been or is
being abused, abandoned, or neglected, must report this information to 1-800-962-2873 or online at
http://www.dcf.state.fl.us/abuse/report/.
Nappers
Each child gets a free nap mat with enrollment. However, parents can supply an additional small
blanket if needed. Each nap article should be clearly labeled and the items should be brought in a closeable
bag. Nap bags should also be clearly marked. Items must be taken home to be washed, each weekend. The
Center will provide a cot for each child to lay their personal bedding on. Children can bring a soft toy to sleep
with.

Pet Policy
Classroom pets or visiting animals must to be in good health. The purpose of the pets is to offer a friend to the
children and to teach responsibility and care for an animal. Children will be the ones to assist in the caring for
the animal. Staff will clean cages. At the beginning of the year in the first newsletter, parents will be notified of
all animals in the Center. Children will not be allowed to play with the animals unless directly supervised by the
staff. Staff will instruct children on safe behavior when in close proximity to animals. Area where animal was
out of cage will be cleaned immediately afterwards. If it is a table the table will be cleaned with bleach water.
Children will wash hands immediately after playing with the animal. UNF Preschool staff will make sure that any
child who is allergic to a type of animal is not exposed to that animal. When animals go to children’s homes for
visits over vacations etc. parents will be given instructions, a clean cage, and food for the animal. When animal is
deceased it will be removed from the room immediately and appropriately disposed by the staff.

Babysitting



A UNF Preschool teacher who accepts a baby-sitting job does so as an independent contractor and
not as an employee of the UNF Preschool.
UNF Preschool cannot be held responsible or be held liable for actions or incidents that occur when an
employee is engaged in work outside their employment with UNF Preschool.

If you wish to have a teacher pick up your child from the Center you must put the
teacher’s name on the Approved Pick- up List.
Newsletter

A monthly newsletter is sent out to all parents who have children enrolled in UNF Preschool. The newsletter
contains news about activities of the centers, upcoming events, parenting tips, recognitions etc. Parents are
welcome to contribute to the newsletter. We especially encourage parents from other countries to share their
traditions and celebrations. If you have something you would like to contribute, talk with the director of the
center. They will give you the deadline for the next issue.
Swing Files/Cubbies
Each classroom has a designated place for parents to check every day for any communications from
the teacher or the office. A good time to check this “special communication place” is when you are
signing your child out at the end of the day. This way you will not miss any important
communication.
 Each child has an assigned cubby. Please have two changes of clothing at all times in your child’s
cubby. All clothing should be clearly labeled with child’s name. These will be used for spills and/or
potty accidents.
 Please leave your child’s lunch in the designated spots in the classroom.
Parent Boards
Each class has a parent board where menus, daily schedules, lesson plans, calendars, event flyers
and other important information is posted. Check them frequently to stay in tune with the
happenings in your child’s center.
Parent Organization
The Parent Organization (PO) is a vital part of the success of the Center’s program. This is your school
and we have set aside this time for your input. We urge you to attend these monthly meetings and become a
valued member of our educational community. This is a wonderful opportunity to be involved in our program
and enhance your child’s learning experience. It has been proven in research that parent involvement improves
a child’s success in school. During parent organization meetings free child care is offered to all parents.


Parents as Partners
It is only through a strong partnership between parents and teachers that we can maintain the quality
early learning environment for your child. You are your child’s first teacher and know your child best.
Parent participation is welcome in the classroom. We often ask parents to volunteer during events and
fieldtrips. We also ask parents to come and talk to children about their culture, country of origin, holiday or
jobs. Please talk to your child’s teacher if you are interested in coming in and doing a class project or share
your skill with us or would like to present to children on a certain topic. If you are unsure about how you might
contribute, talk with your child’s lead teacher or the director. They will be more than happy to share ideas and
ways to make your contribution. Occasionally, while volunteering in the classroom, you may have a concern
about how something is done or about a particular child’s behavior. It is best that you not intervene yourself;
rather, discuss your concern with the lead teacher or director who will find the most appropriate solution.
Surveys to Assess Program
Formal assessments are done each year in spring semester. All parents receive a program assessment
survey via e-mail or hard copy if e-mail is not working. This is one way you tell us how we are doing. We
invite your candid feedback and use it to help us get better at what we do. However, we welcome your
feedback and suggestions at any time.
Transportation
UNF Preschool does not provide transportation to and from the center nor are staff members permitted
to provide transportation for children.
Religious Practice Policy
UNF Preschool, as a public university, does not provide religious instruction or worship. The criteria
and standards of the National Association for the Education of Young Children are used as guidelines for
selection of all educational materials. This includes but is not limited to the selection of children’s books,
music or other education materials purchased by or for use in centers.
Toys from Home
Except for sharing a special “treasure” at circle time when requested by the teacher, we ask that
children not bring toys from home to the center. The toys are easily lost or broken and young children,
developmentally, have not reached the stage where sharing is comfortable. So that we may teach children to
cooperate and interact positively, please leave toys such as guns or knives that tend to promote aggressive
behavior at home. Your child’s teacher can recommend toys or treasures that would be appropriate for sharing.
Children can bring a soft toy to sleep with for nap time.
Clothing
Comfortable, sturdy clothes that are easily taken off are the best choices for participating in the center.
Sturdy, close-toed shoes that are easily removed are the best choices for safe play. For safety’s sake, children
should wear shoes that are closed both on the toe and heel as well as fit snugly without binding the feet. Since
children are active learners, “dressy” clothes are likely to get soiled or damaged so it is best to not wear them to
school. Children should always have clothing appropriate for the weather, light clothing in the spring, summer
and fall and heavier clothing during the short winter season. All children should have an extra set of seasonal
clothing including socks and underwear. All extra clothes should be marked with your child’s name.
Personal Jewelry
The center is not responsible for any lost jewelry or accessories. Please do not put expensive jewelry
etc. on your children as our playground is really big and it is hard to find anything in the tire mulch. The
classrooms also have a lot of material and things can get mixed up in the classroom toys and supplies.
Guidelines and Policies regarding immunizations and health checks
Your child’s health, safety and well-being are extremely important to us. Therefore, we have several

guidelines and policies to help provide a healthy environment. In addition to requiring health and immunization
forms at enrollment, the center uses Procare, its management software to periodically review children’s health
and safety files and update for age-appropriate immunizations and screenings. We will send you a reminder
when your child’s physical and immunizations forms are about to expire and need to be updated. Please make
sure the forms are updated in time as your child will not be able to attend school if the forms expire and new
updated forms are not provided. You may provide a religious exemption form for immunization if needed.
However, if a child is under-immunized, his or her health records should document this and explain why; and
Under-immunized children may be excluded from care if a vaccine-preventable disease occurs to which
children are susceptible.
Under-immunized: A person who has not received the recommended number or types of vaccines for
his/her age according to the current national and local immunization schedules (AAP). See
http://www.cdc.gov/vaccines/ for current national immunization schedule.
https://www.naeyc.org/academy/files/academy/Standards%20and%20Accreditation%20Criteria%20%26%20G
uidance%20for%20Assessment_April%202017.pdf
Illness and Absences
Keep your child at home if there are signs of illness. If your child is not healthy enough to come to
school and participate in our program, which requires outside activities, please keep your child at home. If your
child is here, he/she will be required to participate. In addition, your child should not be at the Center if there
are any indications of:
 yellow or green discharge from nose, eye or throat
 fever of 100 or more
 rash
 Persistent or consistent coughing, nausea, vomiting, diarrhea, listlessness or irritability, lack of
energy or appetite, etc.
Your child must be free of fever for 24 hours before returning to the Center. Please report to the Center
if your child contracts a communicable illness or condition (such as chicken pox, “pinkeye”, mumps, flu, head
lice, impetigo, pinworm, ringworm, etc.). If a child contracts a communicable illness or condition, a general
notice will be posted on our Health Alert Board located by the Front Office entrance.
If your child shows signs of illness at the Center, you will be notified immediately. If this occurs your
child will be brought to the front office and will be able to lie down and rest on a mat until a parent/guardian
comes to pick him or her up. You will be expected to pick up your child from the Center promptly. It is
expected that the child will be on his way home within an hour of calling the parents. If the parents
cannot be reached, we will call the emergency contacts listed on the release form. It is important that
emergency contacts are local ones or within less than an hour’s drive. If you are new to Jacksonville and
have not had a chance to make friends or have family nearby, as soon as you do have a local emergency
contact, let your director know. It is a good idea to think about and have a plan for care o n those days when
your child is ill since he or she will not be able to be at the center. Let your child’s teacher know if you have
noted a change that may indicate the beginning signs of illness so the teacher can be especially watchful that
day. Always leave a phone number where you can be reached.
You will be called if:
Child has a fever, 100 degrees or above
Child has 2 loose stools within the day
Child has a rash
Child is vomiting
Child has pink eye (conjunctivitis)
Child has lice
Child has any discharge from eyes, ears or nose
Child has a persistent cough
Child has a sore throat

Child has any other sign or symptom of illness
Your child may return to the center:
without the use of fever reducers

rge, no fever and all sores scabbed over in chicken pox

UNF Preschool reserves the right to request that any child who appears too ill to participate fully in the program
or who may place other children at risk of exposure to illness to remain out of the school until fully recovered.
Parents may be assessed the costs of one-to-one care for ill children who are ill and who have not picked up their
child within one hour of contact.
Communicable Disease Policy
State law does not allow children to remain in a center if the child has a communicable disease or the symptoms of
a communicable disease. Parents must notify the director of the center within 24 hours if the child has a suspected
or known communicable disease. Parents of all the children will be notified about any incidence of communicable
diseases in the center, without divulging the child’s name who contracted the illness. By the usual means of
communication the parents will be informed about the nature of illness, its signs, symptoms and other
precautionary/prevention/palliative measures that may be taken. All health alerts are posted on the “health
Alert” board on the wall outside the office.
Medication and Medication Authorization Card
If your child is to receive medication (prescription or over the counter) while at the Center, the
medication must be accompanied by a written authorization from your child’s doctor stating that the child can
attend school, however requires medicine. In addition, please fill out an Authorization for Medication card so
we are accurate in the amount and times the child receives his/her medicines. The medicine would need to be
in its original packing with the child’s name, dose etc. legible for us to administer the medicine. The child
cannot be given medicine without the note and card. In addition, we cannot administer any medication that
has exceeded the expiration date. All prescription and non-prescription medication will be dispensed only
according to the written directions on the prescription label or printed manufacturer’s label. The dispensing of
non-prescription medicines must be accompanied by a physician’s note along with the correct dosage. A
physician’s order with specific medication directions is required for staff to administer as needed medication.
Non-prescription medicines should not be placed in your child’s backpacks or school bags and brought to the
center. The administering of all medications, both non-prescribed (over the counter) and prescribed,
must be accompanied by a physician’s note.
Medication Storage
Please give the medication to the teacher so that it can be stored in the appropriate location. All medication MUST
be stored in the designated locked medicine cabinet/box in the classroom. If it needs to be refrigerated then it is
stored in the locked container in the fridge. Medications that must be readily available are stored in a safe manner,
inaccessible to children, while allowing for quick access by staff. Ex: Epipen, inhalers, topical over-the-counter
medication such as sunscreen, lotions, and diaper creams. Call us in the event that your child will be absent. No
refund, prorate or discount will be awarded if the child is absent due to illness, vacation, out of town, etc. If there
is a problem that requires medical attention, we will first contact UNF Student Health Services. But if it an
emergency that requires immediate if an emergency occurs, we will call the parent to see which hospital the child
should be taken to. If the parent can’t be reached we will go to the nearest hospital. NO MEDICATION MAY
BE PLACED IN THE CHILD’S CUBBY/BOOKBAG OR LEFT UNATTENDED IN THE CLASSROOM.
Sunscreen

During the spring and summer months, the weather can be very hot and sunny and the children might need
sunscreen in order to prevent sun burn while having great fun on the playground. If you feel your child needs
sunscreen we ask you apply sun protection (i.e. sun block, sunscreen) at drop off, the teacher will apply as needed
later on. The medication card needs to be filled out even for sunscreen. If you have any concerns or question, feel
free to talk with the director of your center.
Insect Repellant
During certain times of the year mosquitoes can be a problem for outside activities and the children may need
insect repellent to reduce the potential for bug bites while having fun and enjoying the playground. Per State
Licensing and NAEYC accreditation standards, the application of insect repellent must contain DEET. If you feel
your child needs insect repellant we ask you apply it at drop off, the teacher will apply as needed later on. The
medication card needs to be filled out. Please be advised the insect repellent will be only applied once per day on
an as needed basis when recommended by the Florida Public Health authorities due to the high risk of insectborne disease. The public health authority advises that anyone with known allergies to personal insect repellents
should not use these products. Parents should check the manufacturer’s recommendations before use. If you have
any concerns regarding your child’s use of insect repellents, you should consider seeking medical advice prior to
giving consent. If you have any concerns or questions, feel free to talk with the director of your center.
To protect your children from severe weather and environmental hazards we will follow the following
procedures:
Children will not be allowed outside, for more than 5-10 minutes, if it is over 100 degrees or under 32
degrees.
If there is a pollution alert, tornado, hurricane warnings, or other severe weather warnings the children
will not be allowed outside to play.
Sunscreen will be applied to your child if you fill out a medicine card.
The sunscreen must be applied by parents before they leave in the morning and must not require being
washed off between applications.
First Aid
Scratches, minor cuts or insect bites will be treated with soap and water only. Band-aids will be used as
necessary. If more serious treatment is needed parents will be notified. All staff are trained in CPR and
First Aid. There is a fully equipped first aid kit in each classroom as well as one outside in the playground
area.
There is also a special kit that is brought along on field trips.
Injury at the Center
If your child is injured at the center, an accident report will be completed by your child’s teacher and a copy will
be given to you for your signature. A signed copy will then be placed in your child’s file. If the injury is serious,
appropriate emergency care will be administered, emergency personnel summoned, if needed, and you will be
contacted by phone.
Insurance
Parent’s insurance is the primary coverage for your child. The centers carry accident insurance for accidents
that occur on center grounds or while on field trips but should be considered supplemental to the family’s
insurance policy. UNF Preschool provides an accident only policy that contains deductible and excess insurance
provisions through the United States Fire Insurance Company. Benefits are not payable for loss due to
sickness. This policy pays benefits for specific losses from accident only. UNF Preschool will not provide
medical personnel at the location of the activity when visiting campus, parents may authorize emergency
medical treatment for their child if UNF Preschool determines it to be in the child’s interest.
Emergency Procedures
In general, all emergencies are coordinated through UNF Police who are generally the first responders and
coordinate all other emergency operations. There are emergency procedures and equipment in place to ensure the
safety and wellbeing of our children, families and staff.

Emergency Procedure-Medical
In the rare event of a medical emergency, emergency personnel are summoned through the 911 system. Staff
are not allowed to transport children when there is a medical emergency. UNF Police are typically the first
responders in any emergency situation on the University campus and coordinate the assistance of other nonuniversity emergency personnel as needed.
Emergency Procedures...Loss of Power and water
In the event of a localized emergency such as the loss of power or water, the center director is authorized to close
the center to protect the health and safety of children and staff.
Emergency Procedures-Fire Procedures
Fire drills are practiced monthly. Each classroom has a posted evacuation route, emergency procedures,
smoke detectors and fire extinguishers. Our procedures for fire emergency include lining up, walking quietly to
the designated meeting place, taking roll and entertaining children until the “all clear” signal is given. Teachers
will turn off the lights and close all doors to contain fires. If there is a fire, we will call 911.
Head Lice Policy
Head lice are tiny insects that live on the scalp. They lay eggs, called nits, which cling to the hair very close
to the scalp. Head lice spread from person to person by direct contact or on items like hats, combs, sweaters,
etc. They are easily transmitted in a childcare setting.
 If a child has either nits or lice, parents are required to inform the
Center at once. The Center will then post a notice indicating the
date and the number of cases on the front Health Alert Board.
 As soon as a case is reported, the Center will send the children’s
blankets and pillows home to be washed, remove and wash dress up
clothes, and bag all pillows, stuffed animals and dolls. They will stay
bagged for 2 weeks or until the lice are gone.
 Parents will be required to treat their infested child with an
appropriate product immediately. Follow the directions on the
bottle carefully and use the suggested amount, which is usually
only one bottle per person. All family members should be checked carefully and treated
if necessary.
 The Center has a zero tolerance policy. Therefore, if one nit or louse is found, the child will be
sent home and may not return for 24 hours. During that time the parents must check the child’s
hair and remove all nits before bringing the child to the Center. Nits are removed by running
the hair strand between the thumb and forefinger or by gently pulling out the hair. Put the nits
or strands of hair in a plastic bag, tie it up and throw it away.
 At the same time, parents must vacuum their house and car and wash all bed linens, towels and
clothes worn in the last two days in hot water (including hats, scarves, jackets and sweaters).
Stuffed animals, pillows, and other items that don’t go in the washing machine can be put into
the dryer at the hottest setting for 20 minutes, or go to the dry cleaner. Hair brushes and combs
should be soaked overnight in the lice treatment. Also, remember to treat the car and car seat.
 The staff is required to check the head of any child returning to the Center who has had head
lice.
 Parents should continue to check their child’s head whenever they
wash his/her hair.
 Throughout the year, the Center will conduct spot checks on all children and staff.
Pink Eye
Pink Eye or Conjunctivitis is swelling (inflammation) or infection of the membrane lining the eyelids. The eyes
look very pink and are often crusty. If the pinkeye is caused by a virus, the person can usually return to school
when symptoms begin to improve, typically in 3 to 5 days. If the pinkeye is caused by bacteria, the person can

usually return to day care, school, or work 24 hours after an antibiotic has been started if symptoms have
improved. Prescription antibiotic treatment usually kills the bacteria that cause pinkeye.
Strep
(Including Scarlet Fever and Strep Sore Throat) – Onset is 2 to 5 days after exposure. Symptoms: Sore throat,
fever and occasionally a rash. Consult your physician. Must be treated with antibiotics for 24 hours before
returning to group care.
Chicken Pox
Onset is 2 to 3 weeks after exposure. Symptoms: Slight fever and irritability for 1 day and blisters on the trunk
and face. Your child is contagious for up to 5 days. Do not bring your child to group care until all scabs are dry
and have fallen off.
Influenza
May be contagious & able to spread the virus from 1 day before showing symptoms to up to 5 days after getting
sick. Symptoms: may feel tired & have fever, headache, dry cough, sore throat, runny or stuffy nose, & sore
muscles. Some may also have stomach problems & diarrhea. Must stay home to rest & avoid giving the flu to
others & not return to group care until temperature has been normal and has been sign and symptom free for 24
hours.
Coxsackie virus
Onset is 2 to 5 days after exposure. Symptoms: Fever, sore throat, blisters or ulcers in the throat and mouth,
headache, rash with blisters on hands, feet and diaper area, and loss of appetite. It is contagious & spread by
direct contact with body fluids, particularly saliva. This is a mild illness with the rash healing in 5 to 7 days. Do
not bring your child to group care until ulcers begin to heal and the child is fever free.
Fifth Disease
Symptoms: Can include low grade fever and a rash that appears in 3 stages – usually beginning with the cheeks
having a “slapped cheek” appearance and/or a rash on the trunk and extremities. The rash fades with central
clearing giving a lacy appearance, which is the most distinctive part of the disease. The rash lasts from 2-39 days.
The illness is mild but contagious. There is no treatment indicated and isolation is not required unless fever is
present.
Pinworms
Itching of the anal area, especially at night, is the most common sign. Your child may have insomnia or
nightmares and may lose her appetite. Consult your physician. Observe other members of the family for
symptoms.
Impetigo
Onset varies. Symptoms: Golden crusty sores or pimple-like spots develop watery heads, break and form
crusted areas; may occur on hands, legs, feet or buttocks. Spreads rapidly if untreated. Consult your physician.
Do not bring your child to group care until day after treatment begins.
Ringworm
(scalp) – Onset varies. Symptoms: Bald, oval shapes on the scalp; grayish scales: broken hair, itching. Do not
bring your child to group care until the day after treatment begins. Be cautious of sharing items that come in
contract with the head.
(body) – Onset varies. Symptoms: Rounded, reddish area with scaly or blistery border, often itchy. Do not bring
your child to group care until day after treatment begins. Cover sores with clothing or a dry bandage.

Allergies
For families with a child who has food allergies, we ask the parent’s consent to post the child’s allergies in the
food preparation area as well as other areas where notification of the child’s allergies is paramount to the child’s
health. We post the allergies list in the classrooms to serve as a visual reminder to staff, visitors, student observers
and volunteers that a child has allergies in the classroom. Extra forms are in the front office.
Lunch/Snack and General Nutrition
The Center provides a mid-morning and a mid-afternoon snack. Please check your child’s class schedule for the
exact time the snacks are served. The weekly updated menus are posted on parent board. The cooking projects
are listed on the lesson plans which are also posted on the parent board. Please let your child’s teacher know in
advance if you will be bringing cupcakes etc. for your child’s birthday so that he/she can list it on the weekly
menu. UNF preschool is excited to announce a new partnership with Chartwells, UNF’s Catering Company to
provide freshly prepared snack on a daily basis for our students twice a day. We feel that by partnering with
Chartwells we are able to provide a wider variety of healthy and nutritious snack options. Children love the
wide variety of foods such as hummus, guacamole, granola, seasonal fruits, apple sauce etc. to name a few.
If you wish for your child to participate in snack time, please arrive before the snack times.
Parents are required to furnish a lunch for children who are registered for a full day. Lunches for children must
be well balanced, nutritious meals incorporating foods from the 4 basic food groups (foods should meet the
USDA’s CACFP food guidelines). As the centers promote healthy eating practices, please do not send chips,
snack food, sweet desserts or carbonated beverages to school with your children. No candy or soda is permitted
and will be returned. We are able to microwave foods (please provide microwave safe containers) that need less
than thirty seconds of reheating. All foods and beverages brought from home should be labeled with the child’s
name and the date.
Meals must be packed in a bag or preferably a lunch box with your child’s name clearly marked on the
outside. Clearly label containers, drink containers, utensils, or any other miscellaneous lunch items. UNF
Preschool does not provide utensils such as spoons or forks.
Staff will not offer children younger than four years these foods: hot dogs, whole or sliced into rounds; whole
grapes; nuts; popcorn; raw peas and hard pretzels; spoonfuls of peanut butter; or chunks of raw carrots or meat
larger than can be swallowed whole. All fruit and food like hot dogs, grapes etc. need to be cut up into small
pieces less than1.5 inch.(including grapes).
Food brought from home for sharing among the children must be either whole fruits or commercially
prepared packaged foods in factory-sealed containers.
PLEASE NOTE: Refrigeration will not be provided for children’s lunches. In the case of packing foods
needing refrigeration, the parent will be expected to use a “cold pack” or similar means to keep the food cold.
Lunches should be put in the appropriate class bin located in your child’s classroom. Please let us know if you
have special needs to be met regarding your child’s food.
Also, please be advised that your child must finish eating his/her breakfast at home or before being dropped
off in the classroom, teachers cannot allow your child to eat it in the class due to NAEYC regulations which
require brushing of teeth and other measures that would need to be taken in order to stay in compliance; even if
it is a breakfast bar or yogurt.
Food-Related Activities & Special Occasion Food Consumption
The center provides food-related activities such as curriculum related cooking activities, gardening, center-wide
and classroom celebrations. Parents are asked to provide permission for their child to participate in food related
activities and special occasions wherein food is consumed at the time of enrollment. This permission includes
advising the centers of food allergies, dietary restrictions and items that the child may not eat or handle. Please
check snack menus posted in the classrooms for detail of snack being served. Check classroom newsletter or
food sign-up sheet for any food that might be brought in for special occasions.

Allergy Information & Consent to Post
In compliance with health & safety regulations, parents are required to notify the center of their child’s
allergies and food preferences. This information must be in writing, as well as your consent to post the
information for all staff to see it in an effort to protect your child’s health and culture. If the request is for
medical reasons, the center is required to have medical documentation in your child’s file. Please advise the
center of any food allergies, non-food allergies, and cultural food practices you want your child to follow in
school (such as no pork).

Nut Free School

Due to an increase in nut allergies, UNF Preschool is now a nut free school. Please make sure you do not pack
anything in your child’s lunch that contains nuts of any kind (including Nutella, granola/granola bars or items
made in plants that use nuts) as your child will not be allowed to eat it. In the event that this happens we will
provide him/her with snack. Soy butter is allowed as a substitute for nut butters but please let your child’s teacher
know and add a note to their lunchbox if you pack anything with soy butter so we know that it is safe. Thanks for
your continued cooperation in making our school safe.

Developmental Screening/Assessment
Purpose
Screening and assessment are an integral part of high quality early care and education programs. The purposes of
the screening and assessments are multiple: One purpose is to learn about the development, interests and needs of
each child which can then inform appropriate individualized teaching strategies that extend, enhance and guide
each child’s learning and continued development. A second purpose is to detect early signs of delay in
development and/or the need for further assessment, referral or early intervention. A third is to improve
curriculum and teaching practices which contribute to overall program improvements.
Parent Consent
By enrolling my child at UNF Preschool I consent that the teachers will conduct screenings and assessments on my
child as required by Accreditations, VPK and School Readiness.
All children receive screening and assessment as mentioned in the below schedule/timeline section. These
screenings and assessments are mandated by our accreditation as well as by VPK and School Readiness. If you
have any questions, or if your child needs special accommodation please see the director at your earliest.
Developmental Screening and Assessment Schedule/Timeline

Watching your child grow and learn is one of the great pleasures of parenting. At UNF Preschool assessment is
ongoing throughout the year. However, all children receive developmental screening within 30 days of start of
school year or within 45 days of program entry or as needed for school readiness, VPK etc. Assessments
(VPK 1 within 30 days of start of school year and VPK 2 in winter and VPK 3 in spring). TSG checkpoints
are completed in fall and spring, we may also complete them in winter if needed. Developmental screenings
play a crucial role in determining the skill level of children, monitor their progress and not only help teachers
individualize instruction at child’s skill level, but also help identify problems and hence lead to early intervention.
We measure a child’s progress through observations, informal and formal assessments.
The Developmental Screening and Assessment Instruments
Several screening and assessments instruments are used: Ages and Stages Questionnaire (ASQ), Teaching
strategies Gold (TSG) checkpoints and observations. Friendship curriculum assessment forms. A portfolio is also
kept for each child which shows individual strengths and accomplishments.
Performance assessment include three components: (1) observations; (2) developmental checklist and
(3) portfolios which include work samples. The Ages & Stages Assessment may also be administered to
determine developmental delays. VPK testing is conducted for all VPK children three times a year.
Teaching Strategies Gold is the main tool used by UNF Preschool for testing and evaluation purposes. The
instrument provides a well- rounded view of all domains of the child’s development. To meet NAEYC standards
on Assessments, our program uses a variety of assessment methods such as “All About Me Form” or “Parent
Assessment Form” or the section in “weekly Links- where parents are asked to provide teacher’s information on
developmental milestones or achievements they have seen in their child at home” or “friendship curriculum Social
Emotional Development Checklist” or “child interest Inventory” to obtain information on all areas of children’s
development and learning. This information helps us individualize lesson planning to better meet the needs of each
child in the program and to plan curriculum, themes and learning activities and assessments that are sensitive to and
informed by family culture, experiences, children’s abilities and disabilities and home language. All assessments
are conducted in a setting familiar to children by staff they know, with in the classroom or in the front office. The
staff administering the test and interpreting the results are trained in all aspects of Teaching Strategies Gold
including testing, Interrater reliability, checkpoints and observations.
Portfolios
The portfolio for each child contains work samples, an academic skills checklist, anecdotal records, photos etc.
These items all aid in identifying and demonstrating current developmental levels, progress or learning gains, and
areas needing attention. Portfolios assist with ensuring the learning activities and environment is meeting
individual children’s needs as well as group needs while promoting and supporting continued growth and
development. Depending on the child’s developmental level there will be samples of block play, writing samples,
drawing/painting samples, three dimensional art (ex. Play Dough), dramatic play stages, social play stages, cutting
skills, gross and fine motor skills and academic concept/knowledge progress. The assessment process is expected
to be an ongoing integral cycle that goes hand in hand with the curriculum. The portfolio is an ongoing assessment
tool while the other tools are used periodically. The collection of items for the portfolio happen in an integrated
daily fashion within the contexts of teaching the children and spending time in the classroom. These strategies are
used throughout the daily routine while the children are engaged in play. For example, staff talk and interact with
infants to assess and encourage the use of language (smiling, cooing, eye contact) this natural (authentic) type of
assessment assists in getting a valid, true picture of the child’s progress and development. Portfolios are intended
to shape instruction and make informed decisions about program design.
 Strategies that are ongoing should and can be used by all staff in the room include:
o Anecdotal records o Checklists o Other less formal observation tools o Collection of work samples o Photos and
recordings (may not be shared outside center or uploaded on any website)
Developmental Screening and Assessment results and Parent Conferences
Parents will be informed of results of screenings at the scheduled parent-teacher conferences. At home

activities may be recommended based on the results of the screenings. If further evaluation or services are needed,
parents will be referred to the appropriate agencies or to their personal pediatricians. Additional screenings and
parent conferences will be utilized as a means of follow-up on screenings that result in referrals to outside agencies.
Parent/teacher conferences are held twice a year. The teacher uses information from developmental screenings
and assessments to create individual lesson plans for children to ensure their individual needs are being
addressed and that any concerns highlighted in the developmental screening and assessments are being worked
on. The teacher then uses all this information to create the conference forms in TSG and uses it to discuss the
child’s strengths, interests and concerns with the parents. The teacher also lists different activities parents can
do with children to help address areas of concern or growth. If a need is determined for further evaluation the
family is referred to Child Find or to seek further formal evaluation or testing. If a teacher or parent feels the
need to meet outside of scheduled conferences then the parent/teacher will be notified and a meeting arranged.
If parents are unavailable to meet in person they can choose to conduct the conference via email, or do it over
the phone. All testing results and conference forms are shared with the parents.
If you would like more information about the various testing tools, use, scoring, and interpretation of
screening and assessments methods please let the office know and we will be glad to provide the information to
you. Please let us know if you need a translator (we can try to get a student volunteer from ELP program, if you
want we can try and see if there is a parent or staff member who can act as an interpreter). Parents are also
welcome to bring a friend or family member to act as an interpreter. All testing results and conference forms are
shared with the parents. If you would like more information about the various testing tools, use, scoring, and
interpretation of screening and assessments methods please let the office know and we will be glad to provide
the information to you. If a need is determined for further evaluation the family is referred to Child Find or to
seek further formal evaluation or testing.
Referrals
Our program staff conducts only initial screening, and curricula-based assessment. After the screening and
assessments are completed and parent/teacher conferences are held, if further assessment is indicated or any
assistance is needed outside the scope of expertise within UNF Preschool, recommendation for seeking help of an
outside agency will be made to parents. This ensures that the assessment is conducted appropriately and can
provide more information.
Parents may choose (and are encouraged) to contact outside agencies/organizations for programs or services
directly (i.e. without a referral if the organization does not require one). Staff are encouraged to help families who
need assistance with negotiating health, mental health, educational services or other assessments needed for their
children. Center directors maintain lists of resources that can be shared with any parent who would like information
about organizations that provide early intervention or other kinds of help.
Referral Process
The referral process and follow- up process is outlined below:
and assessment is conducted by the child care staff.
-screen is conducted.
iew screening and assessment results to make appropriate
programming decisions.

Intervention, Child Find, the Warm-Line, or the Early Learning Coalition)
assist in meeting the child’s needs.
There may be occasions when parents may choose to decline referrals. UNF Preschool reserves the right to
discontinue services if referral and outside assistance is essential to the health, safety and well-being of the child
or to the other children or staff in the center.
Accountability Procedures

□
o
o
□
o
o
o
o

In order to prevent the misidentification of children:
Children’s first and last name and date of birth will be on each screening/assessment.
Documents within the portfolio will also include children’s first and last name and date of assessment.
In order to provide proper follow up for children with concerns:
Summary sheets of all children screened will be given to the director.
Children in need of follow up will be highlighted on the summary sheets.
The director will review the screening tool for each child identified as in need of follow up.
The director will review the results with the parent and may re-score instrument based on parental input.

Assessment Confidentiality
As parents, you have the most impact on your child’s development and life. For this reason, all assessment and
screening outcomes will be shared with you. In addition, we would like you to be fully informed of others that
will have access to your child’s assessment and screenings. The results will be shared only with parties on a needto- know basis, or as required by governing criteria. In accordance with DCF, School Readiness, VPK and Child
Care Aware regulations the center agrees to protect the confidentiality of child and family records. Contents of your
child’s assessment portfolio, as well as all information about your child, such as health and safety file are
confidential and will only be viewed by the child’s family, classroom teachers, Center Management Staff,
assessors/inspectors from the National Association for the Education of Young Children (NAEYC) and Voluntary
Pre-kindergarten (VPK). All of the people mentioned in the above list are major stakeholders in your child’s
optimal development. All assessment and screening results shared will be done so for the sole purpose of
meeting your child’s needs and offering optimal programming. Parents/guardians are informed of the results so
that helpful input can be provided to the program and appropriate assistance and development strategies can be
discussed. Teachers, teaching assistants, and administrators have access to assessment and screening results in
order to make curriculum and programmatic decisions for your child so his/her needs can be optimally met.
Representatives from the Early Learning Coalition, VPK office, Department of Children and Families, and
accrediting agencies have access to screening and assessments in order to verify that the program is adhering to
criteria and standards required by each agency. Occasionally, outside consultants, professors, and referral
personnel require access to assist our team in planning and implementing an appropriate program for your child.
Also, occasionally, students learning to become educators or development professionals administer assessments
and screenings for required coursework. You will be notified of this and results shared with you. These results
will be kept confidential. The results of the screenings and assessments are not used to label a child; rather, the
results are used to inform parents and staff so that they can make decisions together on how best to meet the
child’s needs, provide an appropriate program, and ensure school success. All staff complete confidentiality
agreements and the center has processes in place to protect the privacy of the child and family information. UNF
Preschool does not share information about a child with other relevant providers, which is the responsibility of the
parent. Please feel free to ask to view your child’s portfolio and ongoing assessment. Besides regularly scheduled
teacher conferences, you are welcome to schedule a conference to ask questions and discuss your child’s progress
at any time. VPK testing results, ASQ results and TSG assessments are shared with parents as soon as results are
ready. Children’s records are kept in locked filing cabinets, accessible only to those individuals listed above.
Parental Involvement
Ongoing communication is essential between parents and the program to ensure optimal outcomes for children.
There are many avenues for maintaining this connection:
(1) One to one conversations with teachers/director at daily arrivals and departures.
(2) Telephone conversations with teachers/directors at mutually convenient times.
(3) Conference appointments at mutually convenient times with teachers/director to ensure plenty of time to talk
over matters of interest or concern.
(4) E-mail conversations when time constraints limit direct conversations.

(5) Written notes/letters.
Other forms of communication and access include but are not limited to parent-teacher logs, parent
conferences, parent message boards or center literature. Conferences can be initiated by parents/family or by
staff of the program.
Families are welcome to visit anytime. If the visit is stressful to the child, a conference with the family may be
needed to discuss the effects of the visit on the child. Parents are encouraged to communicate with their child’s
teacher as often as needed to raise any concerns, to contribute to decisions about their child’s goals and plans
as well as to share any other information that may affect the development or well-being of their child. It is
expected that parents and teachers will work collaboratively and in a mutually supportive fashion to insure that
the child is able to take full advantage of the services offered.
Supervision Policy
UNF Preschool adheres to the NAEYC standard for teacher-child ratios. Teaching staff supervise by positioning
themselves to see as many children as possible. For preschoolers the teachers supervise primarily by sight and
may supervise by sound for short intervals as long as the teachers check frequently on children who are out of
sight.
UNF Preschool expects all teaching staff to employ developmentally appropriate guidance and supervision skills.
These guidance and supervision skills include awareness, positioning, scanning, redirection, and close
supervision:
Awareness requires a knowledge of children, including knowing each child’s range of skills, interests, and ability
to interact with others and development stage. Knowledge of children helps teachers to monitor and enhance skills
that promote children’s positive behavior.
Positioning requires being able to see all of the children. Staff position themselves to be aware of the entire
classroom and to see as many children as possible. All children are monitored by sight and sound at all times.
Rule of thumb, teachers move every five minutes.
Scanning involves regularly glancing around the classroom and playground to see children’s involvement and
what is happening.
Redirection is a skill used as an aid in preventing undesirable and unsafe behavior. Children are redirected to
other areas/activities when undesirable behavior is imminent or occurs. This skill helps ensure the safety of all
children.
Close Supervision is required for all children in areas that are near where injury may occur, requires the use of all
of the above methods as well we being in close proximity to the children. This is especially needed when children
are waiting to be picked up due to illness or injury and need to be kept safe and comfortable.
Adapted from “Supervison Skills and Method”s, TMCC E.L. Cord Child Care Center, Reno, July, 2007
Discipline/Guidance
The essence of parenting and teaching is to nurture and guide children at each stage of their development such that
they reach their individual highest potential or growth in all areas— social, intellectual, physical, emotional—and
that they become fully-functioning citizens of the world. Simply, our policy is one that seeks to promote positive
behavior positive, using methods appropriate to the age of the child. Redirection, modeling and guidance form the
core of the discipline policy, not punishment. For the youngest children who are not yet using language,
redirection is the most often used method. As soon as children are able to use language, they are taught to identify
their feelings and use language or words to solve conflict or problems. Children then will learn how to control
their own behavior and solve their own

We incorporate the philosophy of positive reinforcement with the children. That is, positive and appropriate
behavior is modeled and praised; negative and inappropriate behavior is redirected. We will use incident
reports/logs to communicate with parents regarding a child’s inappropriate behavior. Parents will talk to the
child’s Lead Teacher about behavior, or other important issues. If a child becomes a disciplinary problem, and
attempts to resolve the conflict fail, the child will be dismissed from the Center. The teacher will familiarize his or
herself with the “Conscious Discipline” system.
Challenging Behavior
Our program adheres to the philosophy of Conscious Discipline as described by Dr. Becky Bailey. It is a
comprehensive classroom management program with a social-emotional curriculum that focuses on how adults
can learn to enhance their own relationship skills which, in turn, helps with ordinary classroom behaviors as
well as the challenging ones. The Safe Place is integral to this philosophy. Several aspects of UNF Preschool
serve to support positive behavior management including the structure and arrangements of centers, daily
schedules, routines and other planned learning activities. All staff members are expected to support, guide, and
nurture children at all times as they learn to use language to communicate their needs, gain control of their
bodies, persisting when frustrated, play cooperatively with peers and learn to take turns.
Our guidance policy begins with prevention. Center directors and teachers carefully arrange the physical
aspects of the classrooms such that the spatial arrangement, itself, helps children interact appropriately. For
example, large open spaces are generally avoided to help children save their large muscle activity, such as
running, for the playground. Teachers are careful and attentive observers of the children in their classroom such
that they are finely attuned to each child’s uniqueness. They are thus prepared to help redirect or divert as
dictated by the child’s personality, temperament and needs. These are the preventive measures. Then, should
inappropriate behaviors manifest themselves, the teachers will first observe whatever is happening. Sometimes,
just the act of close, attentive, quiet observation is enough to help children gain control. Next in the sequence of
assisting children to maintain appropriate behavior is helping children use their language to describe the event
such that other options become possible. The third step in the sequence is a more extended use of language in a
conversation that presents other options. The fourth step again uses language but is an intervention by the
teacher such as “We walk inside” or “Blocks are for building”. The last step, if the event warrants, is gently
holding the child until self-control is attained and a feeling of safety and calm returns. Physical restraint will
not be used unless it is necessary to protect the health and safety of the child or others. Parents will be
contacted to pick up the child if all else fails.
In short, no harsh or physical punishments are used at the centers nor may children be spanked, slapped,
pinched, shaken, teased, made fun of or threatened in any way. The centers do not use harsh or abusive tones of
voice with children. Food may not be withheld as punishment nor are children punished for accidents related to
toileting. Parents may not administer physical punishment in the center nor on center grounds. Children will not
be denied active play (inside or outside) as a consequence for misbehavior. Children are encouraged to take
naps in only non-punitive and positive ways. UNF Preschool reserves the right to request the withdrawal of any
child in order to protect the health, safety and welfare of all those who are in our care.
Academic/Behavior Referral policy and procedures
UNF Preschool values ongoing communication and building strong relationships with families. Parents are
encouraged to initiate conversations with staff about their child’s experience and to consult with staff about
their child’s needs. Also, staff will communicate with families if the program is having challenges meeting
their child’s needs.
If the child has an IEP from another school please help us work with your family by giving us a copy of the
IEP. Consistency is everything in being successful.
Some of the behaviors that might concern staff are:
o The child repeatedly displays hurtful and/or unsafe behavior
o The child’s behavior is disruptive
o The child’s needs exceed the program’s resources
Staff will use positive reinforcement for appropriate behavior, redirection, reminders of classroom rules,

modifying the classroom environment and/or daily schedule, and encourage the use of Conscious Discipline and
the Safe Place.
If teachers determine that the behavior/ academic performance is not developmentally appropriate and the
child often behaves in such a manner, the following steps will be followed:
 Staff observes the child and documents behavior using Incident/Accident Form or daily behavior log.
 Staff will use Teaching Strategies Gold to determine the academic performance. If needed ASQ
screening will also be conducted.
 Classroom staff will meet with the center director to document the problem behavior/Assessment and
ask for guidance.
 Staff requests a meeting with the child’s parents with the director/assistant director present at
the meeting to discuss the issues/performance or behavior and inquire about unusual
circumstances happening at home and to develop a plan to help child be successful.
 The center staff and parents during the meeting will develop a written plan by using the Conscious
Discipline Behavioral Contract and collaborate on the development of strategies to resolve the
behavior. Similarly, if the concern is academic a plan will be developed in collaboration with
parents to help bring the child up to par.
 The plan is implemented.
 The plan is reviewed after a determined amount of time. The teacher’s will continue to maintain
documentation such as behavior logs etc.
 If the plan is working, review and revise periodically.
 If the child’s behavior results in an injury to another child or staff member, the aggressive
child’s parents will be notified as soon as possible and written documentation of the incident
will be provided to parents and placed in child’s file. The parents may be asked to pick their
child up or asked to stay with the child. Also, if the child’s behavior disrupts the normal routine
of the classroom and requires one-on-one with the teacher the parents may be asked to pick
their child up or asked to stay with the child and in extreme cases the child may be asked to
leave the center.
 If the center staff feels further assistance in resolving the behavior issue/ academic concerns is needed,
or the problem is a result of a special need, the UNF Preschool with the parent’s permission will
request the assistance of an outside party or refer the child for evaluation.
 UNF Preschool will try its best to accommodate any specialized consultants, evaluators, agencies,
service providers, counsellors etc. that the parent arranges to provide services for their child here at the
center.
 If the above steps fail to resolve the behavior problem, the UNF Preschool may ask the family to
obtain child care at a more suitable facility. The program will provide the parents with two weeks’
notice, except where such notice is not reasonable because of safety concerns.
 Written documentation of the above steps will be provided to the parents and placed in the child’s file.
Steps for addressing behavior problems
We incorporate the philosophy of positive reinforcement with the children. That is, positive and appropriate
behavior is modeled and praised; negative and inappropriate behavior is redirected. If disciplinary action is
required, we utilize Becky Bailey’s “Conscious Discipline” method for discussion of the inappropriate behavior
and classroom set up. We ask the child to model the appropriate behavior. We will use incident reports to
communicate with parents regarding a child’s inappropriate behavior. Please talk to your child’s Lead Teacher
about behavior, or other important issues. If the teacher is not available, please talk with the Assistant Director or
Director. A meeting will be set up with the parents, teacher and assistant director or director to go over the
Conscious Discipline Behavioral Contract and develop an action plan to help the child succeed. If a child
becomes a disciplinary problem, and attempts to resolve the conflict fail, the child will be dismissed from the
Center.



Teaching staff never use physical punishment such as shaking or hitting and do not engage in



Psychological abuse or coercion. Teaching staff never use threats or derogatory remarks and
neither withhold nor threaten to withhold food as a form of discipline.

Transitioning from Pre-K to Kindergarten
UNF Preschool will provide activities to aid in the smooth transition of preschool children to kindergarten.
These activities may include one or more of the following: the distribution of kindergarten information
packets, a graduation ceremony, or a visit by a school choice personnel.

Parents’ Concern about Other Children’s Behavior
If you have a concern about a child other than your own, discuss your concern (s) with the child’s lead teacher or
the director of the center in a private setting.
Communication with Parents
In order to maintain consistency and accuracy of information all communication regarding a child’s behavior or
progress shall be with the lead teacher only and if needed with administration. If the teacher needs to let parents
know about an incident or about any concerns she may have, she will leave a note for the parent or maintain a
daily behavior log for the child if needed. Likewise, parents can set up a meeting, email or call the teacher during
work hours if they have a concern. Parents can also leave a note for the teacher or write a message in the behavior
log if needed. Please be advised the assistant teachers will only be able to communicate basic information about
your child’s day.
We also want to hear from you about any developmental milestones and achievements or things that interest your
child. All this information will help the teacher better meet the needs of your child and will also help guide lesson
planning and curriculum. You can share this information verbally, on the section about “milestones,
achievements, interests and concerns” on weekly link, through an email or by requesting a parent teacher
conference.
Please let us know if you need an interpreter or somebody to translate any information. We will try our best to get
a volunteer from the English Language Program at UNF who speaks the language or see if a teacher can help be
the interpreter. You are more than welcome to bring a family member or friend to the meetings or conferences to
be the interpreter. The center is collaborating with the ELP Department to get our parent handbook and forms
translated in different languages.
Diapering Policy for Bears Classroom
Teachers follow DCF and NAEYC diapering procedure guidelines.








Teachers check diapers every two hours when awake, when children awaken from nap and change them
when wet or soiled. Parents send commercially prepared diapers or pull-ups (unless the child has a
medical reason that does not permit their use) and wipes, along with a set of clean clothes in a backpack
or diaper bag to be stored at school until needed. Cloth diapers must have an absorbent inner lining,
contained within an outer covering made of waterproof material that prevents the escape of feces and
urine. Teachers put soiled clothing and diapers in a plastic bag (without rinsing or avoidable handling)
and send them home.
Staff change soiled underwear or clothes in designated changing areas and not elsewhere in the facility.
Staff members change diapers on a designated, elevated surface area and not elsewhere in the facility.
Teachers keep one hand on the child being changed. They follow posted diaper changing procedures in
the diaper changing area. Surfaces used for changing diapers are not used for other purposes. Staff
member place soiled diapers and diapering materials in a plastic bag with a secure tie that is placed in a
container with a lid that opens and closes tightly by using a hands-free device. Children cannot access
these containers.
When setting up the room, changing area is separated by a partial wall or is located three feet from other
areas.
The staff in the diaper changing room is trained in diaper changing procedures at orientation.
Staff do not prepare/touch food while completing diapering duties.

Potty Training in the Bears Class
We would love to work together with you and your child to make the goal of potty training a successful one.
When you feel your child is ready to potty train, please meet with the teacher to set up a potty training
schedule/plan. Parents will be asked to bring in extra underwear and lots of extra clothes and teachers will be
happy to encourage the child to use the potty as often as needed. Once children get out of pull ups and diapers
they feel like big boys and girls and are often more motivated to stay dry throughout the day! Please make sure
same routine as school is followed at home so that children are not confused and potty training is a success. Please
be advised your child needs to be fully potty trained by age 3-3.5 years to continue at UNF Preschool.
Children moving up from Bears
In order for a child to move out of the bears classroom they need to be completely potty trained, meaning no more
diapers or pull ups. All children need to be using the potty on a regular basis by themselves with little or no
accidents. Please be advised, your child may move from the Bears class to the next classroom as early as June i.e.
beginning of summer semester. Otherwise, he/she will move to the next level class in August i.e. beginning of fall
semester.
Biting Policy
Biting is a typical behavior often seen in infants, toddlers, and 2-year olds. As children mature, gain self-control,
and develop problem-solving skills, they usually outgrow this behavior. While not uncommon, biting can be an
upsetting and potentially harmful behavior. It’s best to discourage it from the very first episode (NAEYC
website).




Teachers will: Intervene in the situation by directing their attention to the child who was bitten
first, helping to soothe and calm him/her. When teachers shift their focus and energy to the bitten
child, they clearly communicate that biting does not result in more attention. Showing concern and
sympathy for the victim teaches empathy.
 Next teachers will explain to the child that bit that biting is not ok by saying in a firm matter-of-fact
voice: “No biting. Biting hurts.” Redirect him/her to another activity.
 Fill out an accident form for both of the children and notify the parents.
 If the bitten child is injured the biting child may be removed from the program for the day. The
child may return to school the next day.
 Program staff will work together as partners with the parents of both biting children and victims to
keep all informed and develop a joint strategy for change.
 A conference with the parents of the biting child will be held to develop a plan of action. Schedule
follow-up meetings or telephone conversations as needed. Notify parents that removal from the
program may be a possibility if biting issue is not resolved.
 A time line for improvement or resolution will be established based on individual situations and
behaviors.
If it is deemed in the best interest of the child, the program, and the other children, the child may be
terminated from the program.

Holiday and Birthdays
We are very fortunate in UNF Preschool to have a very diverse group of families who come from many parts of
the world to study at UNF and enroll their children in our centers. As part of our multicultural and anti-bias
curriculum, we like to include holidays celebrated by children of various religious and ethnic groups without
overemphasizing any one of them. Occasionally, we make up our own celebrations such as Pajama Day or Silly
Day. We strongly encourage families to share their traditions and customs with the classrooms as they enrich the
learning environment and build community. If you would like to share your family holiday traditions or holiday
customs with family photos, songs or books, talk with your child’s teacher or center director.

We are happy to celebrate birthdays and encourage parents who might like to send or bring treats to keep it
simple---cookies or cupcakes, commercially prepared in factory-sealed containers— for the birthday child to
share with classmates. More elaborate parties with gifts, favors etc. are best held at home. As feelings can be
easily hurt, we ask that parents not distribute invitations, treats or other special recognitions unless there is an
invitation or treat for everyone.
Field Trips
The learning environment for our centers extends beyond the classroom walls and playground to the special
resources in the larger UNF learning community. To take advantage of these “extras” the children may walk to the
UNF TV station or other interesting places on campus.
The field trips are planned in advance. Parents are informed where the children are going, what they will be doing
and when they will return through the regular methods of communication such as newsletters, procare messages or
white board on the fence. The children are closely supervised at all times. Periodically, when interest is piqued or
the weather is especially inviting, there may be spontaneous excursions in and around the center such as collecting
rocks or twigs for study. There are always staff members available in the center that know where the children are
at all times. Parents are always invited to participate in the field trips. When field trips are planned that use a mode
of transportation other than walking, permission is always obtained from the parent for each individual activity
before the children are allowed to participate.
Field Trip Guidelines
Children may participate in on-campus activities, such as the Fall Parade, walking to the lake, or other activities
that may take place on campus, as long as they are enrolled in the UNF Preschool program.















Provide lunch if instructed by the teachers. Lunches cannot require heating, must have a cold
pack, and drink.
Parents are responsible for suntan lotion or bug spray and must fill out a medicine card giving
permission for staff to use it.
If going off campus, parental permission slips must be signed by parent and turned in to the
teacher in charge at least one day before the proposed trip.
Each child participating must go and return with the group. If a child goes with the parent the
child must return with the parent. No child may go with a parent other than their own parent.
Each child must have the written approval of his or her parent/legal guardian for each trip off
campus.
Chaperones are welcome and are a necessary part of each field trip. Please sign-up with your
lead teacher.
If a child arrives late for an on campus field trip, the child may not join the group already on
campus but may stay at UNF Preschool with an assigned teacher or the parent may choose to
take their child to join the child’s class and stay with the child till the class returns back to the
center.
If we feel your child needs extra one on one attention for any on-campus activity due to their
behavior challenges or other reasons, you must either attend the activity with your child or
make arrangements for a family member to attend with your child. If you are unable to make
the necessary arrangements, your child may stay at UNF Preschool with an assigned teacher.
Options for the Child Who Doesn’t Normally Attend on the Field Trip Day
He can trade his regular day for field trip day – no charge.
He can add the day of the field trip and pay regular fees – not excess.
If a parent attends with him, he doesn’t have to pay for the day.
We will pay for all children to go on all field trips because we want all children to have the
opportunity to go.






We also pay for the necessary chaperones. Extra parents pay for themselves.
If the parent is one of the necessary chaperones, they cannot bring another child.
If the parent is one of the extra parents, they may bring another child.
Children not enrolled in the Center are not allowed to ride on the bus, they are to ride with their
parents in the parent’s vehicle

On Campus Activity

Child’s Name _________________________
On Campus Activity____________________
Date of Activity _______________________
Arrival/ Return Time _____________________________
Dear Parents,
Our main focus here at the UNF Preschool is to ensure that children are always learning in a safe
environment. Part of our learning here at the preschool comes from special learning experiences in and around the
wonderful UNF community. For this reason we would like to take special steps to ensure the safety of your child.
For the above mentioned activity we feel that your child needs extra one on one attention in recommendation of
his/ her recent behavior challenges. Therefore, to ensure their safety we are requesting that a family member
accompany your child. If a family member is unavailable to attend we do have staff members who will be able to
stay back with your child to ensure they are cared for. Please indicate below your choice.
Sincerely,
The UNF Preschool
A family member will accompany
I give permission for my child to stay at the center during the above activity time.

___________________________________

_______________________________

Parent Signature

Date

Special Events & Visitation
A special feature of UNF Preschool is the diversity of the families who participate. We invite parents or other
family members to share traditions, hobbies, songs or other interests with the children in our programs. So that
everyone can enjoy the enrichment activities, talk with the lead teacher in your child’s classroom to prearrange
your visit. Family members are also invited to the centers on many occasions throughout the year for socials or
special celebrations.
Surveillance and Safety
The center is monitored by cameras 24/7. There is a camera in each classroom as well as outside on the
playground. For your convenience and discretion of your child and teacher, there is a computer set up in the
parent library with the camera view so you can observe your child and the classroom without your child or the
teacher knowing. Each classroom has an emergency button when pushed will alert the police. The center is also
equipped with a speaker system and is immediately notified by UPD about any emergency. All doors in the center
are connected to an electronic lock down system, facilitating the lock down of the building in case of an
emergency. Also, the office and classrooms are also equipped with an interactive intercom system to notify each
other of any emergency. There is only one point of entry into the back building through the playground gate,
which people can only access if they have a gate key. For the safety of all we request parents not to let others in.
Emergency Notification
In the event the university decides to close down due to inclement weather, or if the safety of students and their
families is a concern, the UNF Preschool will also close down. Please access the official UNF Web site
(www.unf.edu) for information about closing. If UNF offices and services are closed then UNF Preschool will also
be closed. Please keep checking the webpage for updates and for information as to when the Preschool will reopen
for services. Updated information may also be sent via Special Campus Update to your UNF e-mail or through a
text message. In addition, information will be recorded on the University’s main line (904-620-1000). UNF
Preschool administration will also try to send an email and post updates on its Facebook page if possible, therefore
please check both periodically for updates. Depending on the situation we might also post a message on our white
board outside the gate. In the event of an emergency evacuation of the UNF Preschool, depending on the nature of
the emergency and keeping the safety of the children in mind the parents will be notified using the most
safest/plausible means of communication as determined by the Crisis Management Team. It is the
parents/guardians responsibility to ensure we have the correct phone number and email information on file.
Emergency Preparedness Drills Posted
Written records of emergency preparedness drills are posted in the office. It includes the type of drill, number
of children and staff, and time taken are recorded. With the exception of fire drills all are done annually.
Evacuation Plans
Each classroom has posted evacuation and emergency procedures.
Emergency Evacuation Procedures
In our efforts to provide the highest quality programming and caretaking possible, we have implemented
the following emergency evacuation procedures:





Maintain the scheduled activities if possible with the children. It is very important that the
children feel safe and secure. The children experience fire drills at least once a month and
therefore will not feel threatened or frightened by this activity. Additionally, they will be cared
for by familiar staff in familiar surroundings.
For your child’s safety, it is imperative that we are able to contact you at home, the workplace,
UNF, or other locations. Parents must provide us with the telephone number(s) where they can
be reached.
“On campus” parents (UNF student, faculty and staff) will be notified through the appropriate













University channels.
All parents must be prepared to remove their children from the Center immediately.
The University of North Florida has adopted the following plan as it relates to hurricane
preparedness. In the event of a Hurricane Warning (A readiness condition when weather
advisors indicate that hurricane force winds will probably strike the area within 24 hours or less)
the University Campus will be closed and the UNF Preschool will follow the above stated
evacuation procedures.
In the case of a critical incident on campus, parents will be told to go to the UNF web site
emergency section for updates to help keep the outgoing information clear and consistent.
UNF Preschool is at the edge of campus. If the campus is closed parents still have access to the
Center.
If we have to evacuate Wait for the All Clear Signal
When the Evacuation Signal is given: to the predetermined safe area being the police department
or if the CMT has organized buses we will meet the buses by the UNF Preschool front office.
When it is obvious that you and your class are in a dangerous place and need to go
When in an open or outdoor area; move quickly and orderly to a predetermined safe area or the
most secure place quickly accessible. If it is a fire then go to the grass by the parking lot,
otherwise go to the police station.
If CMT has decided to evacuate the campus we have set up a designated site by the UNF
Preschool front office to meet the buses to pick up the children and staff.
CMT’s alternate site would keep the children safe until the parents could pick up their children.
We can’t continue to keep UNF Preschool operating at any alternate site because of all the
licensing and accreditation requirements. UNF Preschool office staff would call Department of
Children and families to get a list of other centers to pass out to the parents. For liability
reasons we can’t recommend other centers. Our focus would be passing out the information
given by DCF to the parents and keeping the parents updated on UNF Preschool progress
toward reopening

UNF Preschool Emergency Evacuation Plan
In the event of an emergency evacuation of the UNF Preschool, the children and staff will move to University
Police Headquarters adjacent to the Preschool building. If it is deemed necessary for the children to be
evacuated to a location farther than the police department, an authorized UNF official will advise the Preschool
Staff of the need to evacuate and provide the most suitable location based on three pre-determined possibilities.
The first site will be the Hicks Hall building on First Coast Tech Parkway. The second choice will be the
University Center on Alumni Drive. If both those sites are not suitable, the children will be transported to Wilson
Center on Florida State College of Jacksonville (FSCJ) campus on Beach Blvd. The children will be in FSCJ
Building M1. See Appendix for FSCJ South Campus Map Pg. 58
If the Incident Management Team (IMT) has been activated, they will provide for University buses to furnish the
necessary transportation. If the IMT has not been activated, the authorized UNF official requiring the activation
will contact the proper UNF authority to secure the buses. Estimated need is to transport 100 children and staff.
In either case, law enforcement command will be contacted and 2 law enforcement officers will be requested as
soon as they become available to assist with the evacuation and eventual family reunification.
Teachers will be responsible to get their children on the buses and do a head count from their attendance sheets
and will bring the sign in/out sheets. The Preschool office staff will check the rooms looking for hiding
children. The Preschool Office staff will also use the dry erase board outside the Preschool front door to post
“Children have been relocated to (give location)”. The UNF Public Information Officials (PIOs) will post the

latest information on the University notification systems. Teachers will get the children safely in the new location
doing a head count again to make sure all children are present. Preschool office staff will keep the BANNER
emergency contact information updated so all parents will receive an emergency text provided by the UNF IMT
PIOs with the new location to pick up their children. Teachers will stay with the children until they are signed out
and picked up to keep them safe. UNF student employees will be allowed to leave. Someone from the Preschool
office staff (preferably someone who has a minivan) will drive to the alternate location so that staff has a means to
get back to the center to pick up their cars.
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We urge each parent to have radio or television news readily available whether at home or at work to
keep abreast of weather or other natural conditions as well as local, state or national news information.
Critical Incidents Plan for the UNF Preschool
 Director or Assistant Director will assume direction of the situation if the University is not in charge.
Incident Commander (IC)
 Office Manager or Office Assistant will call campus police or press the emergency button. If the incident
is in the classroom the teachers will press the buttons in the classroom
 Front office will be the primary location for a command post if the university is not in charge of the
incident
 Every semester the office manager will update phone numbers and pass them out to all staff via e-mail
and a hard copy
 Yearly UNF Preschool has a health inspection and a fire inspection
 If the university is not involved and using the speaker system UNF Preschool will contact classrooms and
staff with the use of office phones or use blow horns on playground. Each class has their own blow horn
to indicate that we need to go into lockdown mode.
 Emergency Communications A fire alarm, voice announcement, e-mail or phone call, emergency button
(or combination thereof) will be used to communicate initial emergency information to the UNF police
station. These initial communications will involve either building/campus evacuation, shelter-in-place
(emergency lock-down) or a combination thereof.
 Outside Communications: Phones will be transferred to the police department or appropriate university
personnel if it is ringing continuously and pulling the staff from taking care of the children. The
President, University Incident Commander, and Media Relations & Events may draft and communicate
any necessary messages to parents, students, faculty, staff, and the surrounding community. Mechanisms
for communication include the University Hotline (primary method to retrieve general emergency
information); email (primary method to disseminate general emergency information), University website,
TV, radio, and personal cell phones/telephones (for individual student information). Parents will be told
to go to the UNF web site emergency section for updates to help keep the outgoing information clear and
consistent.
 Camera in director’s office, outside camera connected to police station, and classrooms will be used as
documentation.
 Directors phone will be used for contacting emergency service only during crisis
 No radio, cell phone etc. communication when a bomb has been threatened due to inadvertent detonation
by radio waves (land line phones may be used
Response to Violent Incident
Contingency Plans for Barricade or Shelter-In-Place
Shelter-In-Place There are a number of emergency situations where an evacuation of a building and/or
classroom is not advisable – hostile intruder, hazardous material release, terrorist attack, etc.
If shelter-in-place is required, an emergency announcement will be made over the building fire alarm public

address system to UNF Preschool and attempts will be made to provide notifications via email and phone trees.
During a shelter-in-place event, fire alarms should not to be pulled/activated
Instruct staff on Barricade in Place protocol and put in teachers manual
Staff or separated students are to go directly to the police department and will not try to re-enter the building
until given the all clear
Attempt to rescue should only be made if it can be accomplished without endangering the persons inside the
secured area
Identify people involved; good descriptions
Note important facts, circumstances and witness
Make sure your first priority is the children, not watching the scenario being played out
Barricade in Place Protocol
Upon being alerted to a dangerous situation;
Calmly lock all entry points to your room
If possible no sound should be made if dealing with an active shooter or intruder. If children are not staying
completely quiet keep the children quiet as possible by starting a video, or reading a book. Don’t flood Admin.
with calls / questions go to UNF web site
Provide PERTINANT Information to police or administration if you have it
Remain in shelter until all clear is given or situation necessitates movement. This will be done over a the
loud speakers or by a police officer or office staff knocking on the door of bathrooms
Procedures for Shelter in Place
Officer in charge of the situation will designate a location for casualty Triage
When all clear is announced, children will be released from their classrooms. If the classes are not available
and all classes merge, two teachers will be in charge of the release rosters, two staff will be in charge of greeting
and uniting parents to children and answering questions. Two staff will be in charge of interacting and
comforting the children, and two staff will be in charge of observing area looking for wandering children or
possible hazards. The director and assistant director will be working with emergency personnel
If the person signing out the child does not recognize the parent proof of identification must be requested
Campus police or Fire Control will ID how non-critical staff / students will be transported to medical facility
UNF Preschool is at the edge of campus. If the campus is closed parents still have access to the Center.
Depending on the emergency, children and staff may be moved to a safe location (determined by the CMT)
for parental release
Response to a Violent Incident (Shooter in area)
Goal is to get away from the area of the shooter or to not be visible to the shooter. UNF Preschool has large
glass windows in each classroom with no curtains. If the director or assistant director feels the children are in
danger because of hostile intruder and cannot evacuate through the playground or by the office, the teacher will
take them behind the classroom building. If exiting is the best plan then the Bears Cardinals and Manatees will
exit out of the Manatees side door and head behind the building and go to the police station. Dolphins will exit
out of the playground door and go to the police station. All classes will then walk behind the building over to the
police station with teachers and police escorts. The children will stay in the police station until it is all clear unless
circumstances dictate otherwise. No parents will be allowed to pick up or drop off until the situation is under
control.
Push button on Blue Emergency Tower, or call 911from campus phone, or call 911 from cell phone for
Emergency Services and ask to be connected to UPD, or push panic button in classroom. The campus phones
connect you directly to the UPD when you dial 911. Do not approach the intruder or intervene in any ongoing
crime.
If exiting is not the best scenario lock doors, move children into bathrooms, under desks, behind file
cabinets. Turn out lights in classroom, silence cell phone ringers

Quietly discuss a plan of action if shooter enters your area-think survival
Under no circumstances should any attempts be made to evacuate the building, unless you are in the room or
immediate area where the shots are being fired. Persons may be placed in harm’s way when attempting to
evacuate the building. Should the fire alarm sound, do not evacuate the building unless;
o You have firsthand knowledge that there is a fire in the building, or
o You have been advised by the Building Supervisor Team or the UPD to evacuate the building, or
o There is imminent danger in the immediate area
o Those in outdoor areas should immediately take cover in the closest building
Tell officers:
o Your specific location, building number (49) and room number
o Number of people in your area
o Injuries-numbered injured and types of injuries
o Assailant’s location, number of suspects, race, gender, clothing, description, physical features, types of
weapon (eg. Long gun or hand gun), back pack, shooters identity if known
o Defuse the situation if necessary or if you are able to do so reasonably. Remember in most cases a shooter
will not stop until they are engaged by an outside force
Preparation
Conduct Practice drills on shooter, hurricane/tornados scenarios once a year and do 10 monthly fire drill
The University has established a Public Information Officer (PIO) for media
Director or assistant director will handle information requests from family members specifically
University personnel will establish a Media area
Director or assistant director will have immediate communication with those who will make decisions from
the university campus, the crisis management team. (CMT Team)
Office manager will take messages and scribe the events for documentation
Individual staff cell phones will be used for communication should the phones or loudspeakers fail
There will be a required initial debriefing of all staff after the incident before they leave the facility

Special Needs Kids
Special needs / medical Info. Cards updated every semester
Sign Language cue cards if necessary picture cards for Neurological deficit Or Delayed students
Recovery
Director will work with campus staff to ID a process to clean & repair to facilitate a rapid return to normal
routine
The campus police will be the critical incident debriefing team, not campus university counseling center for
students and staff
Evacuate for non- violent crime
When the Evacuation Signal is given: to the predetermined safe area
Leave if it is obvious that you and your class are in a dangerous place and need to go
When in an open or outdoor area; move quickly and orderly to a predetermined safe area or the most secure
place quickly accessible. If it is a fire then go to the blocked-off road patch by UPD, otherwise go to the police
station.
Wait for an All Clear Signal
Hurricane Preparedness
The University of North Florida has adopted the following plan as it relates to hurricane preparedness. In the
event of a Hurricane Warning (A readiness condition when weather advisors indicate that hurricane force winds
will probably strike the area within 24 hours or less) the University Campus will be closed and the UNF Preschool
will follow the above stated evacuation procedures. The University will be closed before travel conditions become
dangerous and will not reopen until the environment is safe. Therefore there are no special on-campus safety
guidelines for non-storm personnel and students
Staff is required to secure their work areas for wind and flooding prior to being released.
If UNF classes are canceled due to a hurricane warning, the Center staff will contact parents to pick up their
children. The Center will close when all children are picked up and remain closed until the University opens
again. The teacher’s job will be to keep the children comfortable and safe
If it is deemed necessary for the children to be evacuated to a location farther than the police Department
UPD or the emergency team will facilitate the use of the UNF buses to transport the children to a nearby site
deemed safe by the UNF crisis management team (CMT Team). Teachers will be responsible to get their
children on the buses and do a head count from their attendance sheets and will bring the sign in/out sheets.
Office will check the rooms to look for hiding children. Office will use the dry erase board outside to post “Go
to the UNF website” for the most updated information.
Teachers will get children safely in new location doing a head count again to make sure all children are
present. UNF Preschool office personnel will start calling parents from the sign in sheets from the classrooms
using personal cell phones or any available phones. Each sign in/out sheet has the most recent parent or
guardian numbers. Teachers will stay with the children until they are picked up to keep them safe, UNF
student employees will be allowed to leave.
Thunderstorms
Observe the following rules if lightning is occurring or is about to commence;
o Avoid water fixtures, telephone lines, and any electrical conducting materials.
o Stay inside buildings and off campus grounds
Parent Manual
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Campus buildings are designed to withstand significant damage resulting from thunderstorm wind, rain, hail
and lightning strikes
Tornadoes
If a tornado is spotted or imminent take the following steps immediately;
o Notification of a pending disaster will be announced (over the voice address system, e-mail, or telephone) fire/evacuation alarms are not to be activated
o Do not seek shelter in Gyms, Auditoriums, and other large open areas
o Go to the interior area of the building. Children and staff are to go to the bathrooms and doors are to be
closed. These are the only rooms with no windows.
o Take cover under a sturdy object
o Protect your head, neck, and face
o Stay away from windows, glass and items that might fall
There is not a sufficient warning period to close the University or to effectively protect University assets.
Therefore no special effort should be made to protect University assets; all attention should be directed towards
life safety procedures.
Earthquakes
If an earthquake strikes while you are in a building, take cover immediately under a sturdy object covering
your head, neck and face. Be prepared to move with the object. To the extent possible, stay away from windows
and items that might fall
Do not attempt an evacuation during the earthquake. Also be prepared for aftershocks.
Immediately after the earthquake children should be taken to the playground away from the building. A
controlled game like “duck duck goose” should be played to keep children calm and together. Attendance list
should be taken and office will start calling parents to ask them to pick up their children
In outdoor areas, stay away from power lines, buildings, and any objects that might fall. In an automobile,
pull off the road away from overpasses, bridges, and large structures that might fall
There is no warning period therefore all attention should be directed towards life safety procedures
Lost or Missing Child
In general, all emergencies are coordinated through UNF Police who are generally the first responders and
coordinate all other emergency operations. There are emergency procedures and equipment in place to ensure the
safety and wellbeing of our children, families and staff.
In the event of a lost or missing child the UNF police will be notified immediately through phone/panic button.
Associate Vice President of Student Affairs and the child’s parents/legal guardians will also be notified
immediately. The center will go under lock down until cleared by police. Other governing/accrediting bodies such
as DCF and NAEYC will be notified as per their requirements.
Death of a Child or Staff Member
In general, all emergencies are coordinated through UNF Police who are generally the first responders and
coordinate all other emergency operations. There are emergency procedures and equipment in place to ensure the
safety and wellbeing of our children, families and staff.
In the event of death of a child or staff member at the center call 911 immediately. UNF police will be notified
immediately too through phone/panic button. Associate Vice President of Student Affairs and the child’s
parents/legal guardians will also be notified immediately. Other governing/accrediting bodies such as DCF and
NAEYC will be notified as per their requirements. The center will work with concerned authorities in the event of
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an investigation.
Emergency procedures are posted in the office and readily available for all. If you would like to see the
detailed COOP plan, please feel free to ask the office.
Child and Family Support Services
Local Resources Information
1. Florida Department of Children and Families http://www.dcf.state.fl.us/programs/childcare/
2. Florida Diagnostic Learner’s Resources System http://www.fdlrscrown.org/specialplaces.asp?id=27
3. Pre-Kindergarten Early Intervention Program http://www.fldoe.org/families/
4. Florida Health Duval County Healthy Start http://www.floridahealth.gov/programs-and-services/index.html
5. Early Learning Coalition of Duval http://www.elcofduval.org/
6. Jacksonville Children’s Commission Early Learning http://www.coj.net/departments/childrenscommission.aspx
7. Autism Treatment Centers in Duval County, Fl.
https://treatment.psychologytoday.com/rms/prof_results.php?county=Duval&state=FL&spec=167
8. Child Find http://www.fdlrscrown.org/childfind.asp
9. Jacksonville Public Education Fund http://www.jaxpef.org/
10. Office of Early Learning http://www.floridaearlylearning.com/home.aspx
11. Duval County Public Schools https://dcps.duvalschools.org/Page/1
State Resources
1. Florida KidCare http://www.floridakidcare.org/
State Information Resources for Special Needs
1. Florida KidCare http://www.floridakidcare.org/
2. Family Network on Disabilities http://www.fndfl.org/
3. The Florida Association for the Deaf/Blind and Multi-Handicapped, Inc.
http://www.fdlrscrown.org/Special%20Places%20Files/FADBMSP.asp
4. Prader-Willi Syndrome Association http://www.pwsausa.org/
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