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WELCOME FROM THE DIRECTOR 

 

Welcome to the Riverview Gardens Early Childhood Education 

Center.  Choosing early education for your child is one of the most 

important tasks that you face as a parent, and we are happy that you 

have chosen our Center.  We look forward to building a meaningful 

relationship with your family and are committed to providing a safe 

and nurturing environment in which your child can learn and grow. 
  

This handbook has been designed to provide you with valuable 

information about our Center.  We hope that it will be a helpful 

resource during your child’s stay with us.  Some of the more 

important policies to review include: 

TUITION POLICY 9 

ADMISSION REQUIREMENTS AND PROCESS 10 

GUIDANCE POLICY 17 

ARRIVAL AT SCHOOL 19 

LEAVING THE CENTER 30 

 

Children learn best when their families and teachers work together.  

Our Center encourages your presence and participation and we 

welcome you to join us at any time.  Please feel free to contact the 

office staff, your child’s teachers or myself if you have any 

questions.  
 

On behalf of all of the staff at Riverview Gardens Early Childhood 

Education Center - welcome to our school family!   
 

HISTORY 

 
The Early Childhood Education Center (opened its doors at 420 Chambers in February 
1998, followed by the second Center at 355 Shepley in September 1999.  The Center 
began with three children at the Chambers location and has grown to 12 classrooms.  In 
July 2001 all early childhood programming was moved to the Shepley location.  In July 
2005 all early childhood classrooms were moved to Danforth Elementary which became a 
Pre-K through 2nd grade building.  Grades 3 through 6 were relocated to the newly 
acquired Danforth Academy. In 2011 the building became Danforth Early Childhood 
Education Center and serves children infant through kindergarten.. The Center is licensed 
by the Missouri Department of Health and Senior Services.  A copy of the Licensing Rules 
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for Child Day Care Centers in Missouri is available at the Early Childhood Education 
Center for review.  Copies of the staff’s Child Care Registry forms are also available upon 
request. 
 
The Early Childhood Education Center became accredited by Missouri Accreditation of 
Childhood Care and Education Programs in May of 2003.  Missouri Accreditation is a 
voluntary program that took three years to complete.  Only centers that meet the highest 
standards qualify for accreditation.  Children enrolled in centers like the Early Childhood 
Education Center accredited by Missouri Accreditation can be assured the best possible 
environment in which they can flourish intellectually, socially, emotionally, and physically. 
 
Riverview Gardens Early Childhood Education Center is operated under the auspices of 
the Riverview Gardens School District and Special Administrative Board.  It is tuition-
based and open to all Riverview Gardens children. Preschool classes are for children 
ages 3 (by July 31), 4, and 5-years-old not currently eligible for kindergarten.  Children 
must be toilet trained.  While the Center is tuition based, some tuition assistance is 
available. Family income dictates the amount of tuition assistance.  The center also 
accepts payments through the Department of Family Services Day Care Assistance for 
families that are eligible. A parent co-pay is required for children receiving day care 
assistance.  All children are accepted on a one month trial period. 
 
Riverview Gardens Early Childhood Education Center also offers preschool classes for 
children with special needs.  These classes are available to qualified students and are 
staffed by teachers from Special School District of St. Louis County. The children in these 
classes do not need to be toilet trained.  Children with special needs may also be served 
itinerantly in the full day classrooms. 
 
In January 2005 the Teen Infant Parent (TIP) room was opened to provide services for 
children of teen parents enrolled in the Riverview Gardens High School or Alternative 
Education Program. Teen parents were required to participate in parenting classes and 
attend school on a daily basis. In February 2009 the TIP room was expanded to include 
children of all parents in the district and is now called the Infant/Toddler Room. In addition, 
a 2/3-year-old room was opened to meet the growing demand for care. Parents who 
receive Day Care Assistance are required to pay a co-pay. The Riverview Gardens 
School District is committed to early childhood education and continues to support the 
Center every way it can. 

 

 
 

VISION STATEMENT 

 

The vision of the Riverview Gardens Early Childhood Center is to …Foster 
Connections, Inspire Curiosity, and Develop Life-long Learners by supporting 
Families, Children and the Community 

 

 

MISSION STATEMENT 
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The mission of the Riverview Gardens Early Childhood Center is to provide a 
diverse and developmentally appropriate program that encourages children to 
grow and learn social, emotional, cognitive and physical skills within a safe, 
nurturing and stimulating environment. 

 

PHILOSOPHY 

 

We believe in . . . 

 

● supporting parents as their children’s first and most influential teachers. 
 

● encouraging all children to understand their surroundings by watching, 
exploring, problem-solving and making choices. 

 

● helping children acquire and use language to communicate information, 
thoughts and feelings. 

 

● engaging children in active learning experiences through purposeful and 
productive play. 

 

● meeting children’s social, emotional, and intellectual needs so they become 
enthusiastic, lifelong learners. 

 

● offering children a multi-age setting that encourages cooperation and builds 
on prior experiences and knowledge. 

 

● understanding and appreciating the traditions of various cultures as 
essential components in developing partnerships with families. 

 

 

 
 
 
 
 

STATE APPROVED CURRICULA 

 

All of our preschool classes are mixed-aged classrooms serving 3, 4, and 5-year-
old children. The Center maintains an excellent adult-child ratio. Class size is 
limited to10 children to one adult (10:1) or 20 children to two adults (20:2) in our 3, 
4, and 5-year-old classrooms. The ratio for our 2/3-year-old classroom is one adult 
to eight children (8:1). The ratio for our Infant Room is one adult to four children 
(4:1). Occasionally volunteers, college, or high school students assist the staff at 
the Center.  These volunteers and students are always supervised when working 
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with the children and provide opportunities for special activities and more 
individualized attention.  Our curriculum is based on the belief that young children 
learn best through play and experimenting with the environment.  Copies of lesson 
plans are posted in every classroom.  Our classrooms use the Missouri Early 
Learning Goals curriculum which we adapt to meet the needs of our children.  In 
this State approved program children construct their own knowledge and values by 
interacting with their physical world and the people around them.  Our classrooms 
are full of activity, conversation, and social interaction. Children sing, role play, 
draw, explore science, count, exercise, and have language experiences that 
naturally lead into reading and writing. The infant/toddler and 2/3-year-old 
classrooms use the Creative Curriculum program which focuses on the children’s 
strengths and meets their basic developmental needs. 
 

This hands-on learning allows children to try out new ideas and concepts.  In time 
children develop the concept that one object can stand for another such as a block 
can become a car or a telephone.  This is the beginning of symbolic thinking.  This 
is also demonstrated in “reading pictures”.  Children learn that pictures represent 
people, places, and things.  When they are ready children recognize that letters 
and numerals represent sounds and the numbers of objects.  This symbolic 
concept is very necessary for academic success, and is achieved not through 
worksheets or flash cards but through play and experimenting with the 
environment. 
 

Children who are simply taught to memorize letters and numerals often suffer later 
on because they lack the foundation for these concepts.  These children can often 
read but have little understanding of what they are reading, or they can memorize 
2 + 2 = 4 but cannot do a problem involving logical thinking such as, “If James has 
2 cars and Sonja has 2 cars, how many cars do they have together?”  Children 
need to experience the concrete before moving on to the symbols that are 
necessary for elementary school.  Children who have this opportunity see 
themselves as problem solvers, thinkers, explorers, and discoverers.  They 
become independent, active learners for the rest of their lives. 
 

 

 

 

 
 

CURRICULAR GOALS AND OBJECTIVES 

 

The curricular goals for the Riverview Gardens Early Childhood program come from 
the Missouri Early Learning Goals developed by the Missouri Department of 
Elementary and Secondary Education. Their implementation is in concert with 
developmentally appropriate practices from the National Association for the 
Education of Young Children that acknowledges the importance of play.  
 

I.  Approaches to Learning 
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● Shows curiosity 

● Takes initiative 

● Exhibits creativity and inventiveness 

● Shows confidence 

● Displays persistence 

● Uses problem-solving skills 
 

II. Social and Emotional Development 
● Exhibits self-awareness and self-confidence 

● Manages feelings and behavior 
● Builds relationships 
 

III. Physical Development, Health and Safety 
● Uses Gross Motor Skills with Purpose and Collaboration 

● Uses Fine Motor Skills with Purpose and Control 
● Responds to Sensory Input to Function in the Environment 
● Practices healthy behaviors 

● Practices safe behaviors 
 

        IV.      Language and Literacy 

● Represents feelings and ideas in a variety of ways 

● Listens for different purposes 

● Uses language to communicate 

● Develops and expands vocabulary 

● Applies early reading skills 

● Uses concepts of print 
● Attends to sounds in language (phonological awareness) 
● Uses writing as a means of expression/communication 

 

         V.     Mathematics 

● Uses number to show quantity 

● Uses language to represent number of objects 

● Solves problems using number 
● Uses numerical representations 

● Makes comparisons 

● Uses measurements 

● Collects, organizes and displays information (Charting and 
Graphing) 

          
       V.     Mathematics cont. 

● Investigates positions and location 

● Explores shapes in the environment 
 

        VI.     Science  
● Explores physical properties of objects and materials 

● Investigates properties of objects and materials 

● Solves problems involving physical properties of objects and 
materials 
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● Represents observations of the physical world in a variety of 
ways 

● Explores characteristics of living things 

● Investigates characteristics of living 

● Solves problems related to living things 

● Represents observations about living things in a variety of ways 

● Explores properties of earth and sky 

● Investigates properties of earth and sky 

● Solves problems involving earth and sky 

● Represents observations about earth and sky in a variety of way 
 

      VII.    Understanding the World 

● Explores family  
● Shows interest in people and the community 

● Explores people and the community 

● Investigates mechanical devices 

● Investigates electronic devices 
 

      VIII.    Expressive Arts 

● Shows interest in music and movement 
● Explores music and movement 
● Shows interest in visual arts 

● Explores visual arts 

● Shows interest in dramatic arts 

● Explores dramatic arts 
 

 

 

ADMISSION REQUIREMENTS AND PROCESS 

 

The Riverview Gardens Early Childhood Education Center is open to all resident 
children ages 3 to 5 years old. Children are accepted on a one month trial basis. 
Families who apply for daycare assistance must pay tuition until the Center 
receives written notification of day care assistance approval from the Division of 
Family Services. Children must be 3 years of age by July 31 of the current year to 
attend the Pre-K program. If they turn 3 years of age after July 31, the child will be 
eligible to attend the toddler/young 3 class. 
  

The admission to the Pre-K program begins with a developmental and health 
screening provided free of charge through the Parents as Teachers program. To 
complete the admission procedure, in addition to the enrollment papers, parents 
must provide proof of residency, an official state birth certificate, the child’s Social 
Security card, and proof of up to date immunizations. All paperwork for admission 
must be complete before it will be accepted by the Center.  Within 30 days of 
admission a medical examination (not more than 12 months old) signed by a 
licensed physician or registered nurse who is under the supervision of a licensed 
physician, must be submitted to the Center. 
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All classrooms throughout our Center provide services to children identified with 
special needs. Children are placed in the least restrictive environment. Children 
identified with special needs will be accepted to the full day classes only when 
recommended by the special school district coordinator and the early childhood 
director. 
 

Admission to the classes for children with special needs operated by Special 
School District is determined by Special School District personnel. A referral 
packet for services is required.  Special School District has separate requirements, 
as determined by law, to attend their classes at the Early Childhood Education 
Center. To meet licensing requirements, all enrollment forms must be submitted to 
the office before the child can attend the Center.  
 

Parents are expected to notify the Center of changes regarding address, home 
phone number, work phone number, cell phone number, place of employment, etc. 
It is vital for your child’s well-being that we have accurate information so that we 
can contact you in case of an emergency. In addition, major changes in the family 
structure such as births, deaths, divorce, or new people living in the household 
often affect your child’s behavior at school. Keeping us informed will help us better 
support your child while at the Center.  Notes to your child’s teacher can be 
completed and left with staff. If your child attends before or after care a voice mail 
message may be left. Likewise, your child’s teacher or staff members will inform 
you of changes in behavior that are observed. Good communication by all is the 
best way to provide quality care for your child. 

 
 

 
 

IMMUNIZATIONS 

 

A complete immunization record is required at enrollment. If your child has not 
received all immunization appropriate for his/her age, proof must be shown that 
the immunization process has begun. This process must continue to be completed 
on the Department of Health’s recommended schedule. The parents must notify 
the Center of additional immunizations as they are given. Failure to complete 
recommended immunization schedule will result in the child’s enrollment being 
discontinued.  
 

The U.S. Department of Health and Human Services has provided a 2011 
recommendation immunization schedule which is included on the next 2 pages. 
 

 

PHYSICAL EXAMINATION 

 

Within 30 days of enrollment a physical exam form signed by a physician, or 
licensed nurse under the supervision of a physician, must be submitted to the 
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Center.  Children who do not meet this requirement will not be allowed back into 
the Center until the physical is complete.  Tuition will be charged for the time 
children are not attending.  The Center should be informed of significant 
changes in your child’s health. Children that suffer from asthma must have the 
asthma plan form completed and signed by the doctor. 
 

 

TRIAL PERIOD 

 

All children are accepted for admission on a one month trial basis.  The health and 
safety of your child, as well as all the children in the Center, is of the utmost 
importance.  If it is determined that the Center cannot adequately meet the needs 
of your child or if the health and safety of other children is being jeopardized, other 
arrangements will need to be made for your child’s care. 
 

                                      SIBLINGS 

 

When two children from the same family attend the Center it is the Center’s policy 
to put each child in a different class.  This allows each child to develop 
independently of each other.   
                                       

 

STAFFING 

 

Riverview Gardens Early Childhood Education Center employs a variety of well 
trained staff members.  All teachers have bachelor's or master’s degrees in 
Elementary Education, Early Childhood Education, or Early Childhood Special 
Education and are certified by the State of Missouri.  All full-time assistants have a 
minimum of 60 college credits and some have Associates Degrees in Early 
Childhood Education.  All staff members are very interested in your child.  We 
encourage you to communicate with us openly and often. 
 

 

VOLUNTEERS 

 

Individuals wishing to volunteer at the Early Childhood Education on a regular 
basis are required to have a background check before starting work. For further 
information contact your child’s teacher or the office personnel. 
 

 

 

 

     HOURS OF OPERATION 

 

The Center is open Monday through Friday from 7:00 a.m. to 6:00 p.m.  Full day 
classes are from 8:15 a.m. to 3:15 p.m.  Before-care is from 7:00 a.m. to 8:15 a.m. 
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and after-care is from 3:15 p.m. to 6:00 p.m.  Full day classes operate during the 
regular school year with an additional summer session.  Half day classes operate 
Monday through Thursday during the regular school year only. 
 

Children should be in their classrooms by 8:15 a.m. or 12:15 p.m. (for the 
afternoon classes) on each attendance day.  Children coming after this time miss 
out on plans for the day, welcoming activities, and center time.   
 

Early Childhood Special Education classes offered through Special School District 
classes operate from Monday through Thursday during the regular school year 
only.  All classes are half day only.  Special School District has special criteria for 
attending a summer session.  Special School District personnel will inform parents 
if their children qualify for summer sessions. 
                                    
 

 

 

 

 

 

 
 

INFANT/TODDLER ROOM DAILY SCHEDULE 

 

The daily schedule for the children is a guide. It provides a framework for planning 
and organizing the daily routine and play activities for the children. The daily 
routines for children may be a little different based on the age of the child. Infants 
follow their own biological needs. They are fed, changed, and nap when they need 
it. Toddlers are changed or taken to the restroom before transitions in the day and 
as needed.   Adjustments to the schedule are made as your child gets older and 
his/her needs change.  You may also notice that as your child gets older he/she 
may alter his/her own schedule to fit with the group.  Some common changes you 
may notice in your child’s behavior after enrollment in any group care situation 
include altered sleep/wake patterns (staying awake for longer periods of time or 
napping more frequently for shorter periods of time), or changes in appetite.  The 
daily schedule below is an outline of a typical day with the infants and toddlers.  
The schedule is a sample of the activities to be provided for the infants and 
toddlers in the program. The goal of the program is to provide each child with 
needed times of stimulation, interaction, one-on-one time, cuddling, and sleep. We 
will develop our program to meet the children’s needs. 

7:00 - 7:30 Arrival/hand washing/free choice 

7:30 - 7:45 Diapering/potty/hand washing 

7:45 - 8:15 Breakfast 

8:15 - 8:30 Diapering/potty/hand washing   

8:30 - 8:45 Music & Movement/prepare for outdoors 
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8:45 -9:45 Outdoor Activities 

9:45 -10:00 Diapering/potty/hand washing 

10:00 - 10:15 Snack & story time 

10:15 - 11:15 Free Choice 

11:15 - 11:30 Diapering/potty/hand washing 

11:30 - 12:00 Lunch 

12:00 - 12:15 Tooth brushing/hand washing (diapering/potty as needed) 

12:15 - 2:30 Rest Time 

2:30 - 2:45 Diapering/potty/hand washing 

2:45 - 3:15 Afternoon snack 

3:15 - 3:30 Music 

3:30 - 4:00 Free Choice 

4:00 - 4:45 Outdoor Activity 

4:45 - 5:00 Diapering/potty/hand washing 

5:00 - 5:45 Free Play 

5:45 - 6:00 Closing 

 
DAILY SCHEDULES 2/3-YEAR-OLD ROOM 

 

Early Start Preschool classroom is for 2 year olds and young 3 year olds (children 
who do not turn three before the July 31st cut-off).     
   

7:00– 8:00 Opening/arrival/ hand washing/free choice 

8:00 – 8:15 Bathroom/hand washing/prepare for breakfast 

8:15 – 8:45 Breakfast 

8:45 – 9:00 Bathroom/hand washing/prepare for circle time 

9:00 – 9:15 Circle time/large group/story time 

9:15 – 10:00 Center time 

10:00 – 10:15 Clean up time/hand washing/prepare for a.m. snack 

10:15 – 10:30  A.M. snack-bathroom/hand washing/prepare for outside 

10:30 – 11:00 Outdoor/gross motor play 

11:00 – 11:15 Bathroom/hand washing & prepare for lunch 

11:15 – 11:45 Lunch 

11:45 – 12:00 Bathroom/hand washing/prepare for nap 

12:00 – 2:30 Nap 

2:30 - 2:45 Bathroom/hand washing & prepare for p.m. snack 
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2:45 – 3:00 P.M. snack 

3:00 - 3:15 Hand washing/prepare for departure and After Care  

AFTER CARE 3:15-6:00 

3:15 - 3:30 Departure and Prepare for music/movement 

3:30 - 4:00 Music/movement time 

4:00 - 4:30 Outdoor/gross motor room 

4:30 – 4:45 Bathroom/drinks 

4:45-5:15 Free choice 

5:15-5:45 Bathroom and prepare for departure 
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DAILY SCHEDULES FOR PRESCHOOL 

 

AM Class Time PM Class Time Activity 

8:15 - 8:45 12:15 - 12:45 Arrival and free choice play/Breakfast 
or Lunch  

8:45 - 9:00 12:45 - 1:00 Circle time/story time/theme 
discussion 

9:00 - 10:00 1:00 - 2:00 Center time 

10:00 - 10:15 2:00 - 2:15 Cleanup 

10:15 - 10:35 2:15 - 2:35 Outdoor play or indoor gross motor 
play 

10:35 - 11:00 2:35 - 3:00 Bathroom and snacks 

11:00 - 11:15 3:00 - 3:15 Story and preparation for home 

 

 

Full-Day Time Activity 

        8:15 - 8:45 Arrival Time/Hand washing/Breakfast 

        8:45 - 9:45 Centers/Small Group 

        9:45 - 10:00 Good Morning Large Group Meeting         

      10:00 - 10:40 Outdoor Learning Centers/Gross Motor 

  10:45 - 11:15 Circle Time/Large Group 

       11:15 - 11:30 Restroom Break/Transition to Lunch 

  11:30 - 12:00 Lunch  

  12:00 - 12:15 Restroom Break 

  12:15 - 12:30 Story Time 

      12:30 - 2:30 Rest Time 

 2:40 - 3:00 Outside Learning Centers/Snack 

 3:00 - 3:15 Music & Movement/Goodbye Large Group Meeting 

 

 

*This is a sample schedule.  Individual classroom schedules may vary. 
 

  



 

  Page | 17 

FAMILY ORIENTATION 

 

Family orientation takes place through a variety of means.  Parents are 
encouraged to visit their children’s class at any time.  They are asked to report to 
the office before going to the classroom.  The parents and children are able to tour 
the Center during screening as part of the admission process.  They are also able 
to meet the staff and tour the Center during Open House which is held each fall.  
In addition classroom teachers will help orient the family during a home visit held 
at the beginning of each school year or within one month of the child’s start date.  
The Director and staff are always available to answer questions from families.  
Families may access child care registry forms, licensing regulations, accreditation 
materials, and their children’s developmental records etc. by contacting the 
Center’s Director.   
 

 

FAMILY EDUCATION AND INVOLVEMENT 

 

Parents are encouraged to become active participants in their children’s 
education.  A strong home-school relationship is vital to a child’s development and 
success.   
 

A class newsletter is published regularly and distributed regarding the Center’s 
happenings as well as features on child development and ideas that parents and 
children can do together. 
 

Conferences are held in the fall and spring each school year.  Parents and 
teachers have the opportunity to share information regarding the child and his/her 
progress.  Portfolios and developmental information will be shared at conferences.  
Informal communication is also maintained throughout the year through telephone 
calls and notes.  Written communication will be on a daily or weekly basis.  
Parents who wish may see their child’s developmental records.  Parents are asked 
to contact their child’s teacher if they have questions or difficulties.  If after 
speaking with the teacher you still have concerns, please contact the Director. 
 

Riverview Gardens Early Childhood program works closely with the Riverview 
Gardens Parents as Teachers program.  We encourage all families enrolled at the 
Center to also enroll in Parents as Teachers.  PAT offers personal visits, where 
parents will learn to be better observers of their children, learn developmental 
information and participate in learning activities with their children.  In addition, 
special Parents as Teachers group meetings and activities are also planned 
throughout the year.   
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GUIDANCE POLICY 

 

 

In accordance with the philosophy of the Early Childhood Education Center as well 
as the laws of the state of Missouri, no physical or verbal abuse is allowed.  
Disciplinary techniques are positive and supportive.  Praise and encouragement 
are more effective in promoting desirable behavior than negative or punitive 
techniques.  Teachers are encouraged to make expectations clear and age-
appropriate, to model desirable behaviors, to anticipate potential conflicts, and to 
use discussion and or redirection as needed. 
 

Sometimes a child’s behavior results in a logical consequence which helps the 
child learn the cause-effect relationship of his/her action.  For example, the rule 
might be that children pick up toys before going outside to play.  If the child does 
not pick up any toys, the logical consequence is that going outside is delayed until 
he/she has assisted in putting some of the toys away. 
 

Occasionally a child who is being disruptive or losing control may be removed to 
the sidelines of the group, assisted in gaining control, and then invited to rejoin the 
group and reminded of appropriate behavior. 
 

Regardless of the method of behavior management, the goal of the Center’s staff 
is to assist each child toward the development of self-control and positive 
interactions with other children and adults. 
   
Additionally the Center has begun to implement Conscious Discipline. It is a 
program that integrates classroom management with social-emotional learning, 
utilizes everyday events as the curriculum, and addresses the adult’s emotional 
intelligence as well as the child’s. Conscious Discipline empowers adults to 
consciously respond to daily conflict, transforming it into opportunity to teach 
critical life skills to children. It uses a multi-faceted approach to address behavior. 
It goes beyond programs that teach specific behaviors and offers a specialized 
model of the brain based on scientific research. This Conscious Discipline brain 
state model becomes a framework for staff to understand the internal brain states 
that are most likely to produce positive behavior in children and in staff. With this 
awareness, staff can learn to consciously manage their own thoughts and 
emotions so that they can help children learn to do the same.  
 

For more information on Conscious Discipline go to: 
www.consciousdiscipline.com. 
 

If a child’s behavior becomes problematic, parents will be consulted and asked to 
cooperate with the teachers in finding successful strategies to change the child’s 
behavior.  Sometimes a recommendation for further evaluation or help may be 
recommended.  On rare occasions it may be determined that our program is not 
appropriate for a particular child. 

 

http://www.consciousdiscipline.com/
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UNIFORMS AND CLOTHING 

 

Uniforms are optional at Riverview Gardens Early Childhood Education Center.  If 
you would like for your child to wear a uniform to school, the uniform guidelines 
are as follows:  
  

● Pants, Shorts or Jumpers - Children will wear navy blue (no blue jeans) or 
khaki pants, shorts or jumpers.  Pants or shorts should have inside pockets 
if they have pockets.  Both zipper and elastic waists are acceptable. 

● Shirts or Blouses - Children will wear red or navy blue golf or polo shirts 
or blouses.  All shirts or blouses must have collars.  Long or short sleeves 
are acceptable.   

● Sweaters or Sweatshirts - Navy blue or red sweaters or sweatshirts may 
be worn when necessary.   

● Shoes and Socks - Shoes must tie, buckle, or Velcro. Sandals must be 
closed toed and have a strap on the heel. No flip flops are allowed.  
Tennis shoes are an appropriate shoe and must be worn with socks.   All 
clothing should be marked with your child’s name.   Since many items 
will look the same this labeling is especially important.  Warm outer clothing 
is required for outdoor play during cold weather.  This includes a warm coat, 
hat, mittens, snow-pants, and boots.  Remember to label these with your 
child’s name. 

 

Your child needs a complete change of clothing (shirt, pants or shorts, underwear, 
and socks) at the Center at all times in case of an emergency.  Please label all 
items and put in a zip lock bag marked with your child’s name.  The teachers 
will send home wet items when they are used.  Please send replacement items 
back to school the next day.  Neither the staff nor the Center is responsible for lost 
items. 
 

The Center is a very active place and the children will be more comfortable if they 
do not have to worry about keeping their clothing clean.  The teachers have the 
children wear smocks during messy play, but accidents happen.  Stains and dirt 
are a part of age-appropriate play. 
 

For the Infant Room, please send 7 complete changes of clothes. Children must 

be dressed when brought to the Center. 
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ARRIVAL AT SCHOOL 

 

The doors to the Center are locked at all times to ensure the children’s safety. For 
entry to the school please ring the bell and you will be buzzed in. 
 

If someone not on the pick-up list will be bringing or picking up your child please 
call the office.  They will be buzzed in by office personnel and picture identification 
will be checked before your child will be released to them.  A copy of his/her 
identification may be photocopied for your child’s protection. 
 

All parents must sign their child in and out each day on the computers by 
the office.  All children are to be signed in and out by an adult at the computers at 
both arrival and departure times. The sign-in process serves two purposes.  First, 
it is our method of safeguarding your child and second, it is our documentation of 
your child’s attendance at the Center.   If someone new will be bringing or picking 
up your child, please make sure that he/she knows to sign in and out using the 
computer system and stopping by the office with photo identification. 
 

All children are to wash their hands upon arriving at the center.  
This is one way to help ensure the health of everyone.  Children must be with an 
adult at all times.  The adult must go to the bathroom with the child and walk the 
child to his/her classroom. 
 

 

Attendance IS a BIG Deal 
Your child didn’t want to go to school today. Your child said they didn’t feel well. 

So you let your child stay home. 
NO BIG DEAL 

It’s very cold outside and you don’t have a car available to drive your child to 
school. 

So you let your child stay home. 
NO BIG DEAL 

You usually drive your child to school but your car won’t start today. 
So you let your child stay home. 

NO BIG DEAL 

Your child frequently arrives a few minutes late to school because of the many 
things that have to be done as part of the busy morning routine. 

NO BIG DEAL 

OR IS IT A BIG DEAL???  
NO BIG DEAL…YES, IT IS! 
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ATTENDANCE POLICY 

 

What is your child learning from you about the importance of attending school?  
What would your child learn from you about following through on commitment in 
the situations just described? You want your child to be successful---in school---in 
life. Regular attendance is vital to your child’s success in school in the same way 
that it will be vital to his or her success in a job. Patterns are now being formed---in 
school---in life. What kind of pattern is your child forming? 
 

You have the responsibility of ensuring the regular attendance of your child at 
school. Why is regular attendance so important?  If your child frequently is absent, 
he/she misses valuable contact with classmates and class instruction. 
 

Of course, there are some valid reasons for keeping your child home from school: 
● Significant illness 

● Family emergency 

● Observance of religious holiday 

● Death in the immediate family 

● Circumstances which cause you concern for the safety or health of your 
child 

 

But, what do you do when your child tells you he/she is sick and doesn’t want to 
go to school and you have serious doubts that he/she is really sick? Try explaining 
to your child that there are times when we all don’t feel great, but we go to work 
anyway. Maybe you point out sometimes you have to go out there into the world 
even if you don’t feel 100%. Help your child make the distinction between being 
uncomfortable and being really sick. 
 

Ensuring your child’s regular school attendance is a sure way for you to help your 
child learn how to fulfill his/her responsibility. 
 

Helping your child to succeed is a very big deal. ECEC is willing to help. If you are 
having a problem getting your child to attend regularly, call ECEC, personnel is 
available to work with and help your family. The child who misses school today 
without a valid reason could become the dropout of the future. Missing school is a 
BIG DEAL! Don’t let it happen! Help is only a phone call away. Staff can be 
reached by calling (314)869-3211. 
 

When your child is absent due to illness, vacation, or any other reason please 
keep the Center informed by means of a note or phone call. If your child is absent 
for two weeks without notifying the Center, his/her enrollment will be discontinued.  
Tuition for those two weeks is necessary for re-enrollment, if space permits. 
Children identified with special needs will be enrolled until Special School District 
determines that they no longer qualify for services. 
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HOLIDAYS AND VACATION DAYS 

 

 

The Riverview Gardens Early Childhood Education Center follows the Riverview 
Gardens school calendar with minor exceptions.  The Center is closed on major 
holidays such as Labor Day, Thanksgiving, Martin Luther King’s Birthday, 
President’s Day, Memorial Day, and Independence Day.  In addition the Center is 
closed for Winter Recess, Spring Recess, the week after the regular school term 
ends in May, and the week before school opens for the Fall term.  A special early 
childhood school calendar is distributed each fall to all Early Childhood Education 
Center families. 
 

 

SNOW DAYS 

 

In case of inclement weather the Riverview Gardens Early Childhood Education 
Center will follow the Riverview Gardens School District school closing policy.  If 
the district schools are closed, the Center will also be closed.  Official 
announcements will be broadcast on television channels KMOV, KTVI, KSDK, and 
NEWS 30.  Radio stations KTRS, KEZK, WIL, WRTH, KXOK, KATZ, MAJIC, and 
KIX will also announce the closings.  The district’s automated calling system will 
also call the parents’ main contact telephone number. If the Riverview Gardens 
Schools close during the day, the Center staff will contact the parents.  Children 
are to be picked up within one hour of notification.  Parents should make prior 
arrangements to have their children picked up for early dismissal. 
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CELEBRATIONS AND HOLIDAYS 

 

Birthdays, holidays, and special events are important to children. Arrangements for 
birthday and other celebrations must be made with your child’s teacher in 
advance.  Please keep things simple. Your child’s teacher will help you decide 
what is appropriate if you need assistance.  All treats must be store bought in the 
original wrappers. No homemade treats may be brought to school. Some healthy 
food ideas include thin crust pizza with low fat toppings, fruit or grain muffins, 
bagel slices with jam, hot pretzels, Go-Gurt, ice cream cups (100 calorie cup, low 
fat, or low sugar), cheese cubes or string cheese, fruit pizza, plain or fruit topped 
angel food cake, 100% fruit juice products, fruit snacks or Roll-ups (ingredient 
statement will specify grapes, orange juice, apples or pears from concentrate). 
Foods NOT allowed: most cookies, cakes, candies and cupcakes. 
 

 

 FIELD TRIPS 

 

 Field Trips are designed to bring experiences to the Early Childhood Center that 
our students would otherwise not have access to. The Field Trip Committee has 
picked out experiences that we feel are important learning experiences to our 
students. They have tried to find hands-on engaging topics to help the children 
learn.  They are trying to plan one experience a month to help with the student’s 
curiosity.   
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REST TIME 

 

State licensing requires a rest period for all full day children.  Every child needs a 
small blanket and travel pillow.  Please put child’s name on items. Blankets will be 
sent home on Fridays to be laundered and must be returned the following Monday. 
 

Infants and toddlers sleep schedules are determined by the child’s needs. All 
infants under the age of 12 months must be placed on their backs to sleep. 
 

 

MEAL TIME 

 

Breakfast, lunch and a snack are served daily to all full day students. The 3 to  
5-year-old children eat lunch in the school cafeteria. Meals are served family style 
which provides opportunities for the children to practice good manners.  Lunches 
are provided by the Riverview Gardens food service and follow the same menu as 
the Riverview Gardens elementary schools. Menus are sent home monthly and 
also posted in your child’s classroom. One snack and either breakfast or lunch will 
be served daily to children who attend the Center for a half-day. We ask that 
children finish any food or drink brought with them from home before they enter 
the building. Any food, candy, cough drops, drinks, etc. brought to the Center will 
be thrown away. This is for licensing and safety purposes. 
 

Special feeding information regarding infants and toddlers will be provided by the 
infant and toddler staff. 
 

  

TOYS OR MONEY 

 

The Early Childhood Education Center is equipped with many quality toys for your 
child to use.  We ask, therefore, that children keep their personal items at home.  
Toys and money brought to the Center will be put away or sent home with the 
family members upon arrival.  The Center is not responsible for items brought from 
home. 
 

 

 

 

 

 

 

 
 

 OUTSIDE PLAY 
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Children attending the Center play outdoors each morning and afternoon.  Only in 
extreme conditions of hard rain, sub-zero temperatures and wind chills, or 
extremely high heat index will the children remain indoors.  The staff follows the 
Children’s Hospital guidelines below.  Knowing this, please dress your child 
appropriately for the weather.  Fresh air is an integral part of our daily schedule.  
Your child will be expected to go outdoors unless there is a note from your 
physician.  In the summer, sun screen is required. 
 

Children who have special medical needs will have a special outdoor schedule 
which is compatible with their medical condition. 
 

Children attending the Center will be provided bike helmets to wear when riding 
our bicycles.  This is according to the St. Louis County Ordinance stating that it is 
unlawful for a parent or guardian to permit a child under the age of 17 to operate 
or be a passenger on a bicycle unless the child is wearing protective headgear 
(helmet), which properly fits and is fastened securely upon the head of the 
operator and/or passenger. 
 

Outside Play Guidelines 

Temperatures include wind chill factor and heat index 
  

 

 

100° or above Children should not go outside. 

90° to 99° Children can stay out with sunscreen and plenty of water.    
Outdoor play may need to be limited to 5-15 minutes. 

32° to 89° Children can stay outside without time restriction. 

10° to 31°   Children can stay outside for 5-15 minutes. 

Below 9° Children should not go outside. 
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HOME AND SCHOOL CONNECTION 

 

Learning activities will occasionally be sent home by your child’s teacher. These 
will consist of a variety of tasks. 
 

Our faculty strives to make each home and school activity meaningful and 
purposeful. These activities give students the opportunity to practice skills, prepare 
for a new topic or elaborate on material already introduced. An activity calendar 
will be sent home monthly with suggested activities to enhance your child’s 
learning at home. Reading to your child on a daily basis is one of the best ways to 
prepare your child to read. 
 

 

SCHOOL SUPPLIES 

 

Each teacher will furnish a list of necessary supplies to be provided by the parents.  
All students should carry a backpack to transport items to and from school. 

 

 

Toilet Training 
All students must be toilet trained prior to enrollment. Pull-ups are not allowed. if a 
child has two accidents  in one day, the family will be notified to come and pick up 
the child for the remainder of that day. If the child continues to have frequent 
accidents on a daily basis, the preschool  staff may consider asking the family to 
terminate the child from preschool enrollment until complete toilet training is 
achieved. 11 Written warning will be given to the parents before this action takes 
place. 
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STUDENT RECORDS  

 

In order to provide students with appropriate instruction and educational 
services, it is necessary for the district to maintain extensive and sometimes 
personal information about students and families. These records must be kept 
confidential in accordance with law, but must also be readily available to district 
personnel who need the records to effectively serve district students. 

 

The superintendent or designee will provide for the proper administration of 
student records in accordance with law, will develop appropriate procedures for 
maintaining student records and will standardize procedures for the collection 
and transmittal of necessary information about individual students throughout 
the district. The building principal shall assist the superintendent in developing 
the student records system, maintaining and protecting the records in his or her 
building and developing protocols for releasing student education records. The 
superintendent or designee will make arrangements so that all district 
employees are trained annually on the confidentiality of student education 
records, as applicable for each employee classification. 

 

Parent Access 
 

All parents will have the right to inspect their child's education records as allowed 
by law. As used in this policy, a "parent" includes a biological or adoptive parent, 
a guardian or an individual acting as a parent in the absence of a natural parent 
or guardian. The district will extend the same rights to either parent, regardless 
of divorce, custody or visitation rights, unless the district is provided with evidence 
that the parent's rights to inspect records have been legally revoked.  

 

If a parent believes the education records related to the student contain 
information that is inaccurate, misleading or in violation of the student's privacy, 
he or she may ask the district to amend the record by following the appeals 
procedures created by the superintendent or designee. 

 

The district will annually notify parents of their rights in accordance with law. 

 

Health Information 

 

Student health information is a type of student record that is particularly 
sensitive and protected by numerous state and federal laws. Student health 
information shall be protected from unauthorized, illegal or inappropriate 
disclosure by adherence to the principles of confidentiality and privacy. The 
information shall be protected regardless of whether the information is received 
orally, in writing or electronically and regardless of the type of record or method 
of storage. 
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ILLNESS POLICY 

 

We at the Early Childhood Education Center realize that many parents work 
outside the home.  However, children do become ill and appropriate guidelines 
must be met and enforced according to The Missouri Department of Health and 
Senior Services as well as, The St. Louis County Department of Health. Therefore, 
children will be observed for contagious illnesses and diseases. Any child 
exhibiting the following symptoms will be assessed, isolated and may be excluded 
from class, including, but not limited to the following medical diseases and 
conditions:  

▪ Vomiting/Diarrheal episodes of 2 or more 

▪ Unusual spots or unknown rash on the skin 

▪ Pink Eye (conjunctivitis)  
▪ Chicken Pox 

▪ Strep (sore) Throat 
▪ Lice 

▪ Fever of 100 degrees or more orally or 99 degrees or more under the arm 

▪ Severe/excessive coughing; including common cold and/or asthma 
symptoms (monitored by healthcare professional) 

 

Children who are not feeling well are often overwhelmed in a group setting.  For 
your child’s comfort and the protection of the other children, we ask that you pick 
up your sick child within one hour of being notified. 
 

According to licensing regulations parents will also be contacted if their child is 
unable to participate in the daily activities of the Center.  Reasons for calling may 
include: 
 

● excessive crying or crying more than usual 
● cranky/less activity than usual 
● feels general discomfort/seems ill 
● loss of appetite (if child normally eats well) 
● teacher feels the child does not feel well enough to participate 

● fever of 100º or more orally or 99º or more under the arm 
 

Children must be free of all illness for 24 hours before returning to school.  
Children must also have a normal temperature (without any medication) for 24 
hours before they can return to school.  
 

The school nurse’s office exists for emergency situations and as a waiting area for 
ill students who are going home. 
 

 

 

MEDICATION 
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The Early Childhood Education Center will administer prescription medication with 
a parent or guardians’ written permission (completed medication form in 
enrollment packet). The medication must be brought to the school nurse along 
with specific instructions signed by the prescribing physician.   Prescription drugs 
must be labeled with the name of the patient, name of the physician, prescription 
number and date, name of medication, dosage and frequency.  Many parents ask 
for a separate prescription bottle which can be sent to school.  Most children will 
only receive one dose of medicine at the Center each day.  Children must be on 
the medication for 24 hours before the Center will administer it.  This is a safety 
precaution to see if the child has an allergic reaction to the medication.  Children 
with asthma who have inhalers should have one at school at all times. 
 

Parents should make sure that all medications are given to the teacher or school 
nurse. The medications are required to be locked in a box and out of reach of 
children.  Leaving medication in book bags is a safety hazard.   
 

 

INJURY AND ACCIDENTS 

 

The staff at the Center takes every precaution to see that your child is safe.  Our 
preschool, however, is a busy active one and accidents may happen as your child 
explores his/her environment and learns how to socialize with other children. 
 

In the event of a minor injury immediate first-aid will be administered along with 
TLC (tender loving care).  The staff will complete an accident form with a 
description of the accident and the care given to your child.  The parents are to 
sign the accident report and take a copy.  The original will be placed in the child’s 
file.  Illness forms will also be used to report a child's illness. 
 

In case of a serious injury emergency first aid will be given and the parent will be 
notified.  A Riverview Gardens nurse will be called if one is on duty at the time of 
the accident.  If the parents/guardians are not available, the emergency contact 
people listed on the enrollment form will be notified.  If neither parent nor an 
emergency contact can be notified, the child’s physician will be called if the 
situation warrants.  In case of a life threatening event 911 will be called.   
 

It is extremely important that you inform the Center of changes in 
your address, home, cell, or work telephone numbers.  We must 
have this information to respond effectively in an emergency. 
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REPORTING/INVESTIGATING CHILD ABUSE/NEGLECT 

 

The Board of Education requires its staff members to comply with the state child 
abuse and neglect laws and the mandatory reporting of suspected neglect and/or 
abuse. Any school official or employee acting in his or her official capacity who 
knows or has reasonable cause to suspect that a child has been subjected to 
abuse or neglect, or who observes the child being subjected to conditions or 
circumstances that would reasonably result in abuse or neglect, will immediately 
make a report to the school principal or designee, including any report of 
excessive absences that may indicate educational neglect. The school principal 
or designee will then become responsible for making a report via the Child Abuse 
Hotline to the Children’s Division (CD) of the Department of Social Services, as 
required by law. This policy does not preclude any employee from directly 
reporting abuse or neglect to the CD. However, the school official or employee 
must notify the school principal or designee immediately after making a report. 
 

The school principal will make the superintendent aware that a report has been 
made and will keep him or her aware of the status of the case. If the school 
principal or designee has reason to believe that a victim of such abuse or neglect 
is a resident of another state or was injured as a result of an act that occurred in 
another state, then, in addition to notifying the Missouri CD pursuant to this 
policy, he or she may also make a report to the child protection agency with the 
authority to receive such reports, pursuant to law, in the other state. 

 

The district, as a mandated reporter, will be entitled, upon request, to information 
on the general disposition of the report. The district may also receive findings and 
information concerning the case, if requested. The information should be shared 
with the staff member who originated the report, but should not be released to 
anyone else without written authorization from the CD. Parents/Guardians should 
be referred to the CD for information regarding the investigation. Parents or 
guardians have access to the CD records after the investigation is completed, 
except that the identity of the reporter is not released. 
 

Any person who in good faith participates in the making of such reports, or in any 
judicial proceeding resulting there from, will be immune from civil or criminal 
liability. It shall not be the responsibility of the school official or employee who 
initiated the report to prove that the child has been neglected or abused.  
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STATE LICENSING REPORTS AND REGULATIONS 

 

The State Licensing Compliance Reports along with the Licensing Regulation 
Handbook are located in the Early Childhood Education Center office. Parents 
wishing access to these reports and regulations may ask office personnel to view 
them.  State licensing reports and regulations can also be accessed on the web at:  
 

www.health.mo.gov/safety/childcare 
 

If there are any questions regarding this matter, please check with office 
personnel.  
 

 

LEAVING THE CENTER 

 

Notice of two weeks is expected when your child leaves the Center.  This is to be 
in writing and turned in to the office.  Please see the office for the appropriate 
form.  Staff members often have items that need to be sent home with your child 
on the last day and also wish to properly say “good-bye” to your child. 

http://www.health.mo.gov/safety/childcare

