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Welcome to HWCEC! 

Since 1982, HWCEC has been an integral part of the community by serving NW Arkansas families.  Our goal is to ensure 

every child has access to high quality care and education.  We strive to meet this goal by providing direct services to 

children 6 weeks to 5 years of age and by offering a wide range of services through the Early Childhood Initiatives Center 

(ECIC).  The ECIC allows us to reach thousands of children by collaborating with nearly 500 centers across our region; 

providing training, resources, program development, technical assistance, advocacy and much more. 

 

{ƛƳǇƭȅ ǇǳǘΧ ŎƘƛƭŘǊŜƴ ŀǊŜ ƻǳǊ ŦƛǊǎǘ ǇǊƛƻǊƛǘȅΗ   

 

Our promise to you is to love, nurture, and educate your child.  There will be lots of hugs and smiles, we will build 

friendships and self-esteem, we will discover new things and learn through exploration, there will be time to eat healthy 

meals and time to recharge, and we will enjoy childhood. 

We want to be an extension of your family.  Stronger continuity between home and school and bonds between parents 

and teachers leads to a happy and healthy child.  Feel free to contact us anytime.   

 

Warm regards, 

HWCEC Team  



 
 

Page | 2  
 

Table of Contents 

HWCEC Commitment 

Our Mission ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ page 4 

Our Values ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ page 4 
 

Enrollment 

 Enrollment Process ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ page 5 

 Enrollment Requirements ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ page 5 

 wŜƎƛǎǘǊŀǘƛƻƴ CŜŜǎ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ page 5 

 Tuition and Fees ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ page 6 

 Payment Options ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ page 7 

 ²ƛǘƘŘǊŀǿŀƭ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ page 7 
 

The Basics 

 Hours of Operation ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ page 8 

 Inclement Weather ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ page 8 

 Mealtime ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ page 9 

 bŀǇǘƛƳŜ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ page 9 

 Arrival and Departure ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ page 10 
 

Child Comfort 

 Infant ς Personal Items ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ page 11 

 Toddler  ς Personal Items ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ page 11 

 Preschool ς Personal Items ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ page 11 

 Clothing for Comfort ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ page 12 
 

Classroom Considerations 

 Daytime Visits ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ page 12  

Birthday Parties ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ..  page 12 

 Notes for Safety ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ page 13 

 Diaper Bags and Back Packs ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ page 13 

 Potty Training ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ page 13 

 Behavior Guidance ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ page 14 
 

Education 

Educational Philosophy ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ page 15 

/ǳǊǊƛŎǳƭǳƳ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ  page 15 

Developmental Skills Checklist ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ  page 16  

Kindergarten Readiness ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ page 16 

Daily Schedule Examples Χ..ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ  page 17 

Special Provisions ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ  page 18 

 



 
 

Page | 3  
 

Table of Contents Continued 
Health Requirements 
 Ill Child Procedures ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ page 19 

 Contagious Diseases ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ page 20 

 Medication Policies ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ. page 20 

 Medical Emergencies ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ  page 21 

 Allergies ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ. page 21 
 

Communications 

 Call Us ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ page 22 

 Newsletters ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ page 23 

Mail Files ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ  page 23 

 Email and Website ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ page 23 

 Parent/Teacher Conferences ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ page 23 

 Parent Surveys ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ  page 24 

 .ŀōȅ /ƻƴƴŜŎǘ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ  page 24 
 

Security 

 9ƳŜǊƎŜƴŎƛŜǎ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ  page 25 

 9ǾŀŎǳŀǘƛƻƴ {ƛǘŜ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ  page 25 

 /ŀƳǇǳǎ 9ȄǇŜŎǘŀǘƛƻƴǎ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ  page 25 

 Visitors ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ  page 26 

 aŀƴŘŀǘŜŘ wŜǇƻǊǘŜǊǎ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ  page 26 

 LƴǾŜǎǘƛƎŀǘƛƻƴǎ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ  page 26 

 9ƳŜǊƎŜƴŎȅ /ƻƴǘŀŎǘǎ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ  page 26 

 Change in Family Status ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ  page 27 

 Raptor System όbŀǘƛƻƴŀƭ {ŜȄ hŦŦŜƴŘŜǊ 5ŀǘŀōŀǎŜύ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ  page 29 
   

Activities 

 HWCEC Calendar of Events ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ  page 30 

 HWCEC Event Explanations ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ  page 31 

 Extra-Curricular Activities ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ  page 32 
 

Working Together  

 Family Support Programs ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ  page 33 

Parent Advocacy Committee (PAC) ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ..  page 33 

 Volunteer Opportunities ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ  page 33 

 In-Kind Support and Donations ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ  page 33 
 

Family Education 

 Sudden Infant Death Syndrome (SIDS) ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ  page 34 

 Safe Sleep tǊŀŎǘƛŎŜǎ ΧΧΦΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ  page 35 

 {ƘŀƪŜƴ .ŀōȅ {ȅƴŘǊƻƳŜ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ  page 37 

 aŜŘƛŎŀƭ IƻƳŜ ΧΦΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ  page 38 



 
 

Page | 4  
 

HWCEC Commitment 
 
Our Mission 
 
Children are our first priority! 

Our commitment is to provide families access to the highest quality of early childhood education and care. 

 
 

Our Values 
 
Commitment   

 IŜƭŜƴ wΦ ²ŀƭǘƻƴ /ƘƛƭŘǊŜƴΩǎ 9ƴǊƛŎƘƳŜƴǘ /ŜƴǘŜǊ όI²/9/ύ ƛǎ ŘŜŘƛŎŀǘŜŘ ǘƻ ǘƘŜ ǿŜƭƭ-being of children six weeks through pre-

kindergarten.  We consider the needs of the whole child: social, emotional, physical, and cognitive.  We understand that an 

investment in young children is the best investment for the future of our community.  

 

Integrity   

 IŜƭŜƴ wΦ ²ŀƭǘƻƴ /ƘƛƭŘǊŜƴΩǎ 9ƴrichment Center adheres to high 

ethical and professional standards in work and relationships. We 

are fair and respectful in our interactions with families and early 

childhood professionals.  HWCEC is a conscientious steward of 

the resources entrusted to us.  

  

Excellence  

IŜƭŜƴ wΦ ²ŀƭǘƻƴ /ƘƛƭŘǊŜƴΩǎ 9ƴǊƛŎƘƳŜƴǘ /ŜƴǘŜǊ strives to improve 

upon our services to deliver the highest quality of care and 

education. We leverage expertise and resources for the greatest 

impact on young children in Northwest Arkansas. 

 

Leadership   

IŜƭŜƴ wΦ ²ŀƭǘƻƴ /ƘƛƭŘǊŜƴΩǎ 9ƴǊƛŎƘƳŜƴǘ /ŜƴǘŜǊ encourages initiative and leadership, and strives to be a model nonprofit 

organization. We use a collaborative approach with families, early childhood partners, and donors to improve early childhood 

services and community awareness. 

 

Diversity 

!ǘ IŜƭŜƴ wΦ ²ŀƭǘƻƴ /ƘƛƭŘǊŜƴΩǎ 9ƴǊƛŎƘƳŜƴǘ /ŜƴǘŜǊΣ ǿŜ ōŜƭƛŜǾŜ ǘƘŀǘ ŦŀƳƛƭƛŜǎ ǿƛƴ ǿƘŜƴ ŜǾŜǊȅƻƴŜ ƳŀǘǘŜǊǎΣ ŀƴŘ ǘƘŀǘ ǘƘŜ ǘǊǳŜ 

strength of diversity is unleashed when each child and early childhood professional is encouraged to reach their full potential. 

Diversity then becomes the foundation for an inclusive, sustainable childcare center that embraces and respects differences, 

develops our teachers, serves our families, and partners with our community.  
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Enrollment 
 
Enrollment Process 
 

¢ƘŜ IŜƭŜƴ wΦ ²ŀƭǘƻƴ /ƘƛƭŘǊŜƴΩǎ 9ƴǊƛŎƘƳŜƴǘ /ŜƴǘŜǊ ŀŎŎŜǇǘǎ ŜƴǊƻƭƭƳŜƴǘ ŀǇǇƭƛŎŀǘƛƻƴǎ ǘƘǊƻǳƎƘƻǳǘ ǘƘŜ ȅŜŀǊΦ Acceptance is 
typically determined on a first come, first serve basis. 
 
Exceptions include: 

¶ Emergency situations  

¶ Families utilizing vouchers/scholarships 

¶ Families currently enrolled at HWCEC 
 

Each child is considered without regard to race, color, creed, or national origin. In the event we have reached maximum 
enrollment, applicants are placed on a waiting list.  

 
Enrollment Requirements 
 

Upon acceptance, you must provide the following before service will be 
provided: 

¶ Completed application form and all related documents 

¶ /ƘƛƭŘΩǎ ƻfficial record of immunizations 

¶ /ƘƛƭŘΩǎ Ŏertified birth certificate or social security card 

¶ Signed emergency medical release 

¶ Valid state identification card 

¶ Signed certification of no sexual offense and no record through 
the sexual offender national data base (Raptor) 

 
Registration Fee 
Registration is a one-time non-refundable payment of $100 per family. 
 
The registration fee covers the administrative costs associated with enrolling a child, including verification of 
immunization records, entering all family data, assigning pass codes and adjusting meal records.  Enrolled families may 
register additional children at no charge. 
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Tuition  
 
Tuition payments are due every Friday by 6:00 p.m. prior to the week of service. 

 

Age Group Weekly Three-Day Fee Two-Day Fee 

Infant $200.00 per child N/A N/A 

Toddler $190.00 per child $143.00 per child $95.00 per child 

Preschool $180.00 per child $133.00 per child $90.00 per child 

 
Tuition is due whether your child attends or is absent and is not refundable for absences or holidays.  
 
Our goal is to provide children with quality care and educational preparedness. Your tuition payments provide a firm 
financial foundation for the Center and ensure that all children continue to receive the benefit of our services, programs, 
and activities.  
 

NOTE:  If your child is absent without notice or your account is delinquent, your child is subject to dismissal from the 
Center.  Your child can only be re-enrolled if there is a vacancy in the class, registration fee is paid for re-enrollment 
and delinquent payments are paid in full. 
 

 

Late Tuition Payment Fee 
Tuition payments are due every Friday by 6:00 p.m. prior to the week of service. 
 
A late fee of $5.00 will be assessed for each business day the payment is overdue. The late fee will apply to remaining 

balances on an account, including, but not limited to, partial payment balances and late fees.  

 

 

Late Pick Up Fee 
Children must be picked up no later than 6:00 p.m.  If a child is still in the Center after 6:00 p.m., a late fee of $5.00 is 
charged per child for every five minute increment after 6:00 p.m. (6:01 p.m. to 6:05 p.m. is considered the first 5 minute 
increment. Time is determined by the Center clock.) The fee is applied to your account. 

 
 
Returned Check Fee 
A fee of $20.00 will be charged for returned checks. The Center will have the option to refuse further payment by check 
and require payment in cash or by money order. 
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Payment Options 

¶ An automated withdrawal from a bank account is available. Completion of an ACH form and a voided check may 
be substituted at the front desk. Options include weekly or bi-weekly. 
 

¶ Check or money orders are acceptable in the payment boxes; located in the front and back lobby of the building. 
Cash payments must be made at the front desk.  
 

¶ Debit/Credit Card payments are accepted at the front desk only. The cardholder must be present with a valid ID 
and credit card must be signed. 
 

 
 
Withdrawal  
If you chose to withdraw from the Center, you will be required 
ǘƻ ƎƛǾŜ ǘǿƻ ǿŜŜƪǎΩ ƴƻǘƛŎŜΦ ¢Ƙƛǎ ƎƛǾŜǎ ǘƘŜ /ŜƴǘŜǊ ǘƛƳŜ ǘƻ ǇǊŜǇŀǊŜ 
your child for departure and to provide other families on our 
waiting list with the opportunity to enroll their child.  If two 
wŜŜƪǎΩ ƴƻǘƛŎŜ is not provided, the Center will charge your 
ŀŎŎƻǳƴǘ ǘǿƻ ǿŜŜƪǎΩ ǘǳƛǘƛƻƴΦ 
 
If there is non-payment on an account or there are consistent 
late payments of tuition and related fees, dismissal may occur.  
Additionally, dismissal may occur if a child is absent for one-
week without notification. 

 

 

 

 

 

 

 

HWCEC offers scholarship and hardship a ssistance  to ensure every child has 

access to high  quality care and education.  

 

We treat other s by following the golden rule.  
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The Basics 

 
Hours of Operation 

The IŜƭŜƴ wΦ ²ŀƭǘƻƴ /ƘƛƭŘǊŜƴΩǎ 9ƴǊƛŎƘƳŜƴǘ /ŜƴǘŜǊΩǎ ƘƻǳǊǎ ƻŦ ƻǇŜǊŀǘƛƻƴ ŀǊŜ ŦǊƻƳ с ŀΦƳΦ ǘƻ с ǇΦƳΦΣ aƻƴŘŀȅ ǘƘǊƻǳƎƘ 
Friday.   
 
Holiday closings include:  

¶ bŜǿ ¸ŜŀǊΩǎ Day 

¶ Memorial Day 

¶ July 4th 

¶ Labor Day 

¶ Thanksgiving Day 

¶ Christmas Eve 
(Closed when holiday falls on a week day) 

¶ Christmas Day 

 
If a holiday falls on a Saturday or Sunday, the holiday will be observed the 
Friday before or the Monday after. 

 
 
 

Inclement Weather Policy 
Every effort will be made to open the Center during inclement weather.  

Below will be our action steps if the Bentonville Schools are closed: 

1. Automatic delayed opening of 8:00 a.m. 

2. Decision to delay opening to later hour or full day closing will be made 

and communicated to parents by 6:30 a.m. 

3. Communications of inclement weather hours: 

¶ Website 

¶ Text 

¶ Email 

¶ Center Voicemail 

¶ Major Media 
 

On delay opening days, breakfast will not be served.  All other meals and 

center based activities will occur. Extracurricular activities are subject to 

ǇǊƻǾƛŘŜǊΩǎ ŘŜŎƛǎƛƻƴΦ  Lǘ ƛǎ ƛƳǇƻǊǘŀƴǘ ǇŀǊŜƴǘǎ ǳǇŘŀǘŜ ǇƘƻƴŜ ƴǳƳōŜǊǎ ŀƴŘ 

email as their contact information changes. 
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Mealtime 
¢ƘŜ IŜƭŜƴ wΦ ²ŀƭǘƻƴ /ƘƛƭŘǊŜƴΩǎ 9nrichment Center participates in the USDA Child Nutrition Program to ensure 
your child receives the proper nutrition while in our care. We combine a wide variety of freshly prepared meals 
with reduced sodium, sugars and fats.  We do not allow peanut and tree nut products in the classroom due to 
allergies. 
 
¢ƘŜ /ŜƴǘŜǊ ǊŜǎǇŜŎǘǎ ǊŜƭƛƎƛƻǳǎ ƳŜŀƭ ǎǳōǎǘƛǘǳǘƛƻƴǎ όƛΦŜΦ ǾŜƎŜǘŀǊƛŀƴ ƳŜŀƭǎύΦ tƭŜŀǎŜ ƴƻǘŀǘŜ ȅƻǳǊ ŎƘƛƭŘΩǎ ƴŜŜŘǎ ƻƴ ǘƘŜ 
enrollment application or contact the front desk. For food allergies, please refer to the Health and Medical 
page of the handbook. 
 
We encourage mothers to breast feed their infants.  Therefore, breast feeding rooms are available for your 
convenience and privacy.  However, you may feed anywhere in the facility to meet your comfort level. 

 
 
 

Breakfast   8:00 A.M. ς 8:30 a.m. 

Although there is not a designated time for dropping off or 

picking up your child during our hours of operation, your child 

must arrive before 8:15 a.m. to enjoy breakfast.  This allows 

ǳǎ ǘƻ ǎǘŀȅ ƻƴ ǎŎƘŜŘǳƭŜ ŦƻǊ ǘƘŜ ŘŀȅΩǎ activities. 
 

Lunch    11:00 ς 11:30 a.m. 

If your child will be joining us for lunch, he or she must arrive 

by 11:00 a.m. 
 

 

Afternoon Snack  3:00 p.m. 

 

 

 

 

Naptime ς Toddlers and Preschool  12:30 p.m. ς 2:30 p.m. 

We ask that if at all possible please drop off your child before or after naptime so as to not disturb the children 

who may be sleeping. 

 

Naptime - Infants 

6 weeks ς 12 months:  nŀǇǎ ŀǊŜ ōŀǎŜŘ ƻƴ ŜŀŎƘ ŎƘƛƭŘΩǎ ƛƴŘƛǾƛŘǳŀƭ ƴŜŜŘǎ ŀƴŘ ŀǊŜ ƴƻǘ ǎŎƘŜŘǳƭŜŘΦ 

12-18 months:   classes may provide a morning and afternoon nap or follow the standard nap of  

12:30 ς 2:30 p.m. based on the needs of the children. 
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Daily Arrival Procedures 

Because of our commitment to provide a safe, secure environment for your child, the following procedures have 

been established: 

¶ Upon arrival, you must accompany your child to his or her classroom. 

¶ Each parent or guardian is required to utilize their individual pass code upon entering the facility. 

¢Ƙƛǎ ŎƻŘŜ ŀƭƭƻǿǎ ǳǎ ǘƻ ǘǊŀŎƪ ȅƻǳǊ ŎƘƛƭŘΩǎ ŀǘǘŜƴŘŀƴŎe, but most importantly, it provides a safe and 

secure environment for our families.  

¶ Anyone other than yourself who is authorized to pick up your child can be assigned a code or they 

must sign in at the front desk. 

¶ Parents, guardians, and approved guests ŀǊŜ ǿŜƭŎƻƳŜ ǘƻ Ǿƛǎƛǘ ȅƻǳǊ ŎƘƛƭŘΩǎ ŎƭŀǎǎǊƻƻƳ ŀǘ ŀƴȅ ǘƛƳŜΦ  

 
SAFETY NOTE: Never share your security code with anyone, including family members.  This will allow us to  
  accurately share information with the police in the event of an emergency. 

 
Daily Departure Procedures 

¶ You will pick up your child in his or her classroom. 

¶ If it is necessary for someone other than an authorized pick-up to pick-up your child, you will need 

to arrange for such pick-up in advance and either (1) complete a form at the front desk, or (2) bring 

a signed and dated note giving the name of the person and his/her relationship to the child, and 

authorizing that individual to pick up your child.  

¶ All authorized pick-ups must be at least 18 years of age. 

¶ Authorized individuals must ǎƛƎƴ ƛƴ ŀǘ ǘƘŜ ŦǊƻƴǘ ŘŜǎƪΣ ƘŀǾŜ ǘƘŜƛǊ ŘǊƛǾŜǊΩǎ ƭƛŎŜƴǎŜ ƻǊ ƎƻǾŜǊƴƳŜƴǘ 

issued ID badge at all times while present at the Center.  The Center will require that the authorized 

individual execute these requirements before your child(ren) will be released to his/her custody. 

¶ Authorized pick-ups without security 

codes must sign in at the front desk, 

ƘŀǾŜ ǘƘŜƛǊ ŘǊƛǾŜǊΩǎ ƭƛŎŜƴǎŜ ƻǊ 

government issued photo 

identification card scanned through 

the Raptor system upon each arrival 

dates, and wear an ID badge at all 

times while present at the Center. 

¶ The Center will not release a child to 

the custody of an authorized pick-up 

who Raptor has identified as a sex 

offender.  Parents will be contacted 

immediately. 
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Child Comfort 
 

Infant Personal Items 

Each infant has an individual crib, bedding, and plenty of storage for 

personal belongings.  Parents are required to provide an adequate 

ǎǳǇǇƭȅ ƻŦ ǘƘŜ ŦƻƭƭƻǿƛƴƎΣ ǿƛǘƘ ǘƘŜ ŎƘƛƭŘΩǎ ƴŀƳŜ ƭŀōŜƭŜŘ ƻƴ ŀƭƭ ƛǘŜƳǎΥ 

¶ Diapers  

¶ Pre-made bottles of breast milk or formula  

¶ .ŀōȅΩǎ jarred food (if parent prefers alternatives to infant 

menu) 

¶ Change of clothes daily (including outdoor clothing) 

¶ Pacifier (if desired) 

¶ Naptime comfort item (for infants sleeping on cots only) 

Assistance with baby formula and rice cereal is available.  Please see 

the front desk for details.  As always, we follow parent preference regarding infant meals. 

 

 

Toddler Personal Items 

Each child will have his or her own cot, bedding, and plenty of storage 
for his or her belongings. Parents are required to provide adequate 
ǎǳǇǇƭȅ ƻŦ ǘƘŜ ŦƻƭƭƻǿƛƴƎΣ ǿƛǘƘ ǘƘŜ ŎƘƛƭŘΩǎ ƴŀƳŜ ƭŀōŜƭŜŘ ƻƴ ŀƭƭ ƛǘŜƳǎΥ 

¶ Diapers, pull-ups, or underwear 

¶ Change of clothes (including outdoor clothing) 

¶ Favorite stuffed animal or toy for naptime 
 

 

 

 

Preschool Personal Items 

Each child has his or her own cot and bedding and plenty of storage for his or her 
belongings. Parents are required to provide adequate supply of the following, 
ǿƛǘƘ ǘƘŜ ŎƘƛƭŘΩǎ ƴŀƳŜ ƭŀōŜƭŜŘ ƻƴ ŀƭƭ ƛǘŜƳǎΥ 

¶ Diapers, pull-ups, or underwear 

¶ Change of clothes (including outdoor clothing) 

¶ Favorite stuffed animal or toy for rest time 
 
NOTE: Occasionally, we ask parents to provide towels and sunscreen. Teachers 
will provide advance notice of supply requests. 
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Clothing 

Children and infants are required to participate in daily outdoor play. Please ensure your child is dressed 

appropriately for the weather each day. A change of clothing is essential for your child. These clothes should be 

labeled with his or her name. As a safety precaution, HWCEC has a no flip-flop policy. 

 

 

Classroom Considerations 
 

Daytime Visits 

As parents, you are encouraged to visit your child throughout the day.  Each parent receives an access code at 

the time of enrollment; therefore you may come and go as you wish.   

 

Note:  The only time a parent is not issued an access code is if court 

ŘƻŎǳƳŜƴǘŀǘƛƻƴ ƛƴŘƛŎŀǘŜǎ ǘƘŀǘ ŀ ǇŀǊŜƴǘΩǎ ǊƛƎƘǘǎ ŀǊŜ ƭƛƳƛǘŜŘ ƻǊ ǊŜǾƻƪŜŘΦ  Please 

refer to the Change in Family Status section for additional information. 

 

Additionally, authorized parents may issue codes to other family 

members or friends.  Such individuals may also visit your child 

throughout the day.   

 

 

Parties 

Birthdays and holiday parties are a special time!  Parents are welcome 

ǘƻ ōǊƛƴƎ ǎǇŜŎƛŀƭ ǘǊŜŀǘǎ ǘƻ ŎŜƭŜōǊŀǘŜ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ōƛǊǘƘŘŀȅ ƻǊ ƘƻƭƛŘŀȅΦ  LŦ 

you wish to provide a cake or baked treat, the item must be from a 

state inspected bakery with an ingredient label on the box.  Items 

containing peanut, tree nut or traces will not be allowed in the facility 

for the safety of children with severe nut allergies.  Suggested treats 

are: 

¶ Fresh fruit platter 

¶ Fresh vegetable platter 

¶ Cheese and crackers 

 

Special events, such as  

birthdays, should be celebrated with family . 
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Notes for Safety 

Please DO NOT send the following to the center: 

¶ Latex balloons, due to their potential choking hazard.  (Mylar balloons are a great alternative) 

¶ Movies/videos from home 

¶ Gum 

¶ Glass ς please use plastic containers 

¶ We highly discourage bringing toys from home.  We do not want a special toy mishandled or lost during 

the course of the day. 

 

 

Diaper Bags and Backpacks  

To ensure the safety ƻŦ ǘƘŜ ŎƘƛƭŘǊŜƴΣ ŘƛŀǇŜǊ ōŀƎǎ ŀƴŘ ōŀŎƪ ǇŀŎƪǎ Ŏŀƴƴƻǘ ōŜ ǎǘƻǊŜŘ ƛƴ ǘƘŜ ŎƭŀǎǎǊƻƻƳ ƻǊ ŎƘƛƭŘΩǎ 

cubby. We encourage parents to keep such items in their vehicles. If bags or car seats must be left at the center, 

please use the storage units on the infant playground. Please ensure medication is not stored in diaper bags or 

backpacks. 

 

 
 

Potty Training Supplies 

If your child is potty training, please dress your child in the undergarments he or she will be most comfortable in 

throughout the day. This limits confusion for the child and lowers the number of accidents he or she will have 

during the day. For children who are potty training, please provide the following each day: 

¶ 4-5 pairs of training pants or underwear 

¶ 2-3 additional changes of clothes, including socks and shoes 

 

 

Dear Mom and Dad,  

My teachers want to keep me safe.  

Please take my diaper  bag or 

backpack to the car.  There could 

be dangerous stuff in there.  
 

Love,  

Your child  
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Behavior Guidance 

¢ƘŜ /ŜƴǘŜǊΩǎ ǇƘƛƭƻǎƻǇƘȅ ǊŜƎŀǊŘƛƴƎ ŘƛǎŎƛǇƭƛƴŜ ƛǎ ǘƘŀǘ ƛǘ ƛǎ ƛƴǘŜƴŘŜŘ ǘƻ ƘŜƭǇ ŎƘƛƭŘǊŜƴ ƭŜŀǊƴ ǎŜƭŦ-discipline and 

develop a positive self-concept.  This includes teaching children to be aware of responsibility for his/her actions, 

accepting themselves, their limitations and their talents.  We believe that this can best be accomplished through 

close supervision, gentle guidance, redirection and school ς home cooperation.   

These strategies include: 

¶ Maintaining individualized, age and 

developmentally appropriate expectations of 

children 

¶ Providing clear, simple and consistent limits 

¶ Providing an environment that keeps children 

engaged in developmentally appropriate activities 

to prevent problems from occurring 

¶ Modeling appropriate behaviors, reminding 

children of expectations and rules 

¶ Redirecting inappropriate behaviors toward 

desired outcomes 

¶ Giving children choices between two appropriate 

alternatives 

¶ Encouraging children to work together to solve 

problems 

¶ Encouraging children to use their words to solve 

problems or to elicit peer cooperation 

¶ Providing logical and natural consŜǉǳŜƴŎŜǎ ŦƻǊ ŎƘƛƭŘǊŜƴΩǎ ŀŎǘƛƻƴǎ 

¶ Removing children from the situation until they are able to discuss the issue and/or calm down (Time-

out or Cool Down Time:  this is used only for children two and older) 

¶ Exploring behavior issues and possible school - home solutions with parents/guardians 

 

Unacceptable behavior by a child in relation to the rights and safety of the other children and/or staff will not be 

tolerated.  The Center reserves the right to dismiss a child from the Center for behavior issues in order to 

provide a safe, loving environment for all the children we serve.   
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Education 
 

Educational Philosophy 

We believe that children learn on their feet, not their seat.  Many of us 

envision a classroom where the teacher talks a lot at the blackboard.  Early 

childhood is quite different.  Research tells us that the most effective 

method is engaged learning.  Engaged learning is exactly what it sounds like, 

learning through direct interactive experiences rather than listening to 

someone talk.   

 

Young children learn extraordinary amounts through play and exploration in 

matters that are relevant to their world.  Young children love to manipulate 

items and explore new ideas.  They enjoy the opportunity to see how things 

work and to test their own theories.  Engaged learning takes advantage of 

ŎƘƛƭŘǊŜƴΩǎ ƴŀǘǳǊŀƭ ƳƻǘƛǾŀǘƛƻƴΣ ŀōƛƭƛǘƛŜǎΣ ŀƴŘ ƛƴǘŜǊŜǎǘǎΦ 

 

We use age appropriate curriculum that can be modified for the 

developmental needs of each child.  At HWCEC, we focus on the whole 

child; social, emotional, physical and cognitive development.  We organize 

the classroom environment to promote active learning and we encourage children to think and talk about their 

discoveries and creations.   

 

Curriculum 

HWCEC utilizes Creative Curriculum from September ς May of each year.  
The curriculum focuses on age appropriate experiences from infant ς pre-
k.  The domains covered are: 

Language    Literacy  

Mathematics    Science 

Creative Arts    Social/Emotional 

Approaches to Learning   Physical/Health   

 
The Creative Curriculum and GOLD are both aligned with the Head Start 
Child Development and Early Learning Framework and state early learning 
standards. GOLD is also aligned with Common Core State Standards.  
 
²Ƙȅ ŘƻŜǎƴΩǘ I²/9/ ǳǎŜ ǿƻǊƪǎƘŜŜǘǎ ƛƴ ǇǊŜǎŎƘƻƻƭΚ 
Young children do not learn by regurgitating information.  At this age, 
worksheets provide little value.  As adults, we are concerned with the 
outcome or the product of our efforts.  We want the report to look nice, 
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the cookies to taste great, or the hedges to be perfectly straight.  We participate in few activities just for the fun 
of doing them.  In part this is because we are not learning how to do these activities.  But do you remember 
when you first learned how to play golf? Or use a new computer program?  In the beginning you needed to do a 
ŎŜǊǘŀƛƴ ŀƳƻǳƴǘ ƻŦ άƳŜǎǎƛƴƎ ŀǊƻǳƴŘέ ς exploring what would happen if you did this or that.  This is the way it is 
for your child.  Children are learning new things all the time, and they need the freedom to try things out 
without worrying about the product (the worksheet). 
 
Your child is learning coordination, beginning writing skills or making discoveries about triangles or gravity.  
IŜκǎƘŜ ƛǎ ŎŜǊǘŀƛƴƭȅ ŦƛƴŘƛƴƎ ƻǳǘ ǘƘŀǘ ŘƻƛƴƎ ŦƻǊ ƻƴŜΩǎ ǎŜƭŦ ƛǎ ǾŜǊȅ ǎŀǘƛǎŦȅƛƴƎ ς and that builds confidence.   
Be patient.  Allow your child the time to grow and learn through the various processes that are part of the task.  
Enjoy watching his or her involvement.  Later, we all can be proud of the product. 
 
 

Developmental Skills Checklist 
Tests are not reliable for children at this age.  Instead, we observe ǿƘŀǘ ŎƘƛƭŘǊŜƴ Řƻ ŀƴŘ ƴƻǘŀǘŜ ŀ ŎƘƛƭŘΩǎ ŀōƛƭƛǘƛŜǎ 
within 47 indicators related to the domainsΦ  !ŘŘƛǘƛƻƴŀƭƭȅΣ ǿŜ ŎƻƭƭŜŎǘ ǎŀƳǇƭŜǎ ƻŦ ŜŀŎƘ ŎƘƛƭŘΩǎ ǿƻǊƪ όŘǊŀǿƛƴƎǎΣ 
writing, photos), and keep them in a portfolio.  Three times a year, we summarize this information on a 
developmental skills checklist (varies by age group) and share it with you at parent-teacher conferences. 
 
 

Kindergarten Readiness 
²Ŝ ǿŀƴǘ ǘƻ ŜƴǎǳǊŜ ȅƻǳǊ ŎƘƛƭŘ Ƙŀǎ ŀ ǎǳŎŎŜǎǎŦǳƭ ŀŎŀŘŜƳƛŎ ŎŀǊŜŜǊ ǘƘŜǊŜŦƻǊŜ ǿŜ ŦƻŎǳǎ ƻƴ ȅƻǳǊ ŎƘƛƭŘΩǎ ǇƘȅǎƛŎŀƭΣ 
emotional, social and cognitive development ς ǘƘŜ άǿƘƻƭŜ ŎƘƛƭŘ ŀǇǇǊƻŀŎƘέΦ   
 
As your child progresses through pre-k, he/she will visit an elementary school, see a kindergarten classroom and 
eat in the cafeteria.  We will shorten naps as the year progresses, practice opening ketchup packets and milk 
cartons, help them learn to keep their hands to themselves through self-regulation, and stretch their ability to 
focus on one activity for longer stretches of time.   
 
At HWCEC, we survey all of our families after 9 weeks into the school system.  We ask the parents to benchmark 
their child against ArkansasΩ YƛƴŘŜǊƎŀǊǘŜƴ wŜŀŘƛƴŜǎǎ LƴŘƛŎŀǘƻǊǎΦ CƻǊ ǘƘŜ Ǉŀǎǘ ǎŜǾŜǊŀƭ ȅŜŀǊǎΣ млл҈ ƻŦ HWCEC 

parents felt their children were well 
prepared and ready for the kindergarten 
experience. 
 

 

100% of HWCEC parents felt 

their children were well 

prepared for kindergarten.  
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Daily Schedule Examples 
 
Infants Daily Schedule  

6:00 - 7:00 Greetings in the Gross Motor Room 

7:00 - 8:30 Learning Centers / Feeding and Diapering / Center Breakfast 8:00 - 8:30 

8:30 - 9:00 Outdoor Time 

8:30 - 9:30 Feeding, Naps and Activities (meeting individual needs) 

9:30 - 10:00 Reading / Singing 

10:00 - 11:00 Diapering /Centers / Art 

11:00 - 12:00 Feeding, Naps, and Activities (meeting individual needs) 

12:00 - 12:30 Outdoor Time 

12:30 - 1:00 Diapering / Centers / Activities   

1:00 - 2:00 Feeding, Naps, and Activities (meeting individual needs) 

2:00 - 3:00 Diapering / Story Time 

3:00 - 3:30 Feeding, Naps, and Activities (meeting individual needs)  

3:30 - 4:00 Outdoor Time / Gross Motor Room (bad weather) 

4:00 - 5:00 Diapering / Centers 

5:00 - 6:00 Free Play / Feeding, Naps, and Activities (meeting individual needs) Goodbyes 

 

Toddler Daily Schedule 

6:00 - 7:00 Arrival in Infant Gross Motor Room  

7:00 - 8:00  Diapering / Story Time / Learning Centers 

7:00 - 8:45 8:00 - 8:30  Breakfast 

8:45 - 9:15 Art / Learning Centers 

9:15 - 9:30 Morning Snack 

9:30 - 10:00 Diapering / Reading and Singing Activities  

10:00 - 10:30 Outdoor Time 

10:30 - 11:00 Learning Centers 

11:00 - 11:30 Wash Hands / Lunch Time 

11:30 - 12:00 Diapering / Manipulative Activities 

12:00 - 12:15 Naptime Preparation / Stories 

12:15 - 2:30 Nap Time 

2:30 - 3:15 Diapering / Learning Centers  

3:15 - 3:30 Snack Time   

3:30 - 4:00 Outdoor Time 

4:00 - 4:15  Teacher Directed Sensory / Free Choice 

4:15 - 5:00 Diapering / Learning Centers 

5:00 - 5:15 Evening Snack 

5:15 - 5:30 Special Time Activities   

5:30 - 6:00 Toddler Gross Motor Room / Goodbyes 


