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WELCOME! A MESSAGE FROM THE CHILDCARE DIRECTOR

Dear Parents:

Welcome to the McDonald Southeast Child Development Center. I would like 
to thank  you for making the YMCA your choice for quality childcare.  We 
are looking forward to another exciting year and are glad that you and your 
family will be a part of it. Our goal is to provide quality childcare to the 
families in our community.

Before completing the Admission Information form, please take the time to 
read through the parent handbook carefully.

The Admission Information forms must be completed in their entirety in order 
for them to be accepted by our licensing body. For this reason, we cannot 
accept any forms that lack mandatory information such as a physician’s full 
address, including suite number and phone number or photos of parents.

Once again, thank you for making the McDonald Southeast YMCA your choice 
for quality child care.

Sincerely, 

Preschool Staff

2016-2017
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ABOUT US
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The YMCA is the nation’s leading nonprofit organization dedicated to strengthening communities 
through youth development, healthy living and social responsibility. 

Our Vision: Preparing youth to succeed and serve.

Our Values: Our values embrace the universal truths inherent in relationships with others - 
Respect, Responsibility, Caring and Honesty.

Our Mission: To put Christian Principles into practice through programs that build healthy 
spirit, mind and body for all.

The Y: We’re for Youth Development, Healthy Living and Social Responsibility. 

INFORMATION, QUESTIONS AND CONCERNS:
The McDonald Southeast Child Development Center has an open door policy and any/all 
information, questions and concerns MUST be directed to the management team.

CENTER DAYS OF OPERATION:
• The McDonald Southeast Child Development Center is open Monday through
 Friday from 6:30a.m. until 6:00p.m. We are closed on Major Holidays.
• The center follows the FWISD school closings for inclement weather.
• Please listen to WBAP; 820 AM; or watch KXAS (channel 5).
• If a school district closes early, due to inclement weather, the center will notify you by  
 telephone and ask that you pick up your child at your earliest convenience.
• If the school district opens late, due to inclement weather, the center will open the same  
 time as the school district.

FINANCIAL ASSISTANCE:
The YMCA provides scholarship assistance to qualified families. All scholarship applications 
are completed twice a year (January and June), if your scholarship percentage changes after 
reapplying, your new tuition fee will start two weeks from the date you were notified. This 
is possible through our YMCA Annual Campaign. Military 
assistance and CCMS is also accepted at our center.  
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REGISTRATION AND PAYMENTS
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ABOUT US

REGISTRATION AND ADMISSION:
A registration packet, a signed acknowledgement for the receipt of the McDonald Southeast Child  
Development Center Operational Policies, health statement from your child’s physician, current copy  
of shot records and a completed USDA application must be completed and returned before your  
child can begin attending our program.

The first week’s tuition must be paid prior to attendance and/or follow CCMS guidelines, if a CCMS 
participant. There is at least a 24 hour process of the registration & financial assistance paperwork.

No child will be refused entrance to our program due to race, religion or gender. The McDonald 
Southeast Child Development Center makes every attempt to register a family regardless of 
economic hardships.

As a parent/guardian it is your responsibility to keep all records on your child up to date. This 
includes shot records, and any/all pertinent information that has been given to the center, regarding 
your child.

PAYMENTS:
Tuition payments are due every Friday for the upcoming week. A $10.00 late fee will be assessed if 
tuition payments are not received on the following Monday.

**Failure to pay your weekly tuition and/or late fee by Monday morning will prevent you from  
dropping off your child on that morning and could result in termination of child care services until  
your fees are paid in full. Receipt of payment may be required.

CCMS FAMILIES:
Parents are responsible for recording attendance daily on the attendance portals. Non Swipes In or 
Out and CCMS non-payments will be reported to the caseworker and can result as a penalty. Too 
many penalties can cause loss of CCMS benefits.

DROP  OFF TIME:
In order for your child to receive the most of his/her early childhood education they need to be  
dropped off by 9:00a.m. Breakfast is served at 8:OOa.m., 7:30a.m. for the 4 year old class and then 
we begin our formal lesson plans. All students must be in by 9:00a.m. Any students that come after  
drop off time must have a doctor excuse with their name on it in order to be accepted for that day.

PICK UP PROCEEDURES:
Parents and those adults authorized to pick up children, as noted on the registration form, will be 
required to sign the children out each day. Authorized persons will be required to show state 
approved identification and have their driver’s license number and car license plate numbers 
recorded by a YMCA staff member on their first pick up. The information will be retained in the 
child’s records for at least three months. If an unauthorized person comes to pick up a child, the 
parent will be called for verification. The YMCA will not release a child without parent verification, 
proper identification from the individual picking up the child and a valid signature. We will also 
record the individual’s driver’s license number and car tag numbers. This information will be 
recorded and retained in the child’s records. Anyone that picks up a student must be a minimum age 
of 18 years old. 

LATE FEES:
A $1.00 per minute late fee will be assessed for late pick-ups after 6:00p.m.
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ACCIDENTS: 
In the event of an accident a staff member will carry out immediate first aid and parents will be 
notified. If immediate attention is needed a staff member will contact parents to pick the child up 
from the center. If medical attention is urgent, 911 will be called and the parent(s)/guardians will 
be contacted. In the event a parent/guardian cannot be notified, the emergency contact person(s) 
listed on the emergency contact list as part of your registration packet will be notified.

ILLNESS:
If a child feels ill and cannot participate in the program, they will be given a quiet place to rest 
until their parent/guardian can be notified. 

If your child is sent home ill please do not return until they are 24 hours free of the symptoms.

EXCLUSION FROM THE PROGRAM:
• Excessive diarrhea
• Excessive vomiting
• Mouth sores with drooling
• Uncontrollable behavior changes
• Unknown severe rash
• Fever over 100.4 (taken under the child’s arm)
• Abnormal breathing (in urgent cases 911 will be called)
• Your child must be symptom free for 24 hours before they may return to the center.
• Children who contract lice must be nit free before they return to the center. A copy of the  
 receipt & box the treatment came in must be shown to the director prior to resuming care.
• Any contagious disease requiring medical attention, in which a doctor has restricted the  
 child from being in care, requires a “release to care” from the doctor.

MEDICATION:
If your child needs to have medicine dispensed to them during childcare 
operating hours a medicine dispense form must be completed. All 
medication must be in the original container with the original label, 
dispensed by the pharmacist. The label must include the amount and 
time that the medication is to be administered. If the medication is not 
in its original container it will not be allowed in the center.

IMMUNIZATION, HEARING AND VISION REQUIREMENTS:
The Texas Department of Family and Protective Services requires all childcare facilities to have on 
file proof of each child’s immunization as well as proof of hearing and vision testing. As long as each 
child has these items on file at the elementary school that he or she attends, the YMCA meets this 
requirement. The immunizations needed are listed below:
• Hepatitis B  • Measles  • Hepatitis A  • Pnenumiciccak (conjugate vaccine)
• DTp/DTaP/DT • Mumps  • TB Screening • Polio IPV or OPV
• Hib   • Rubella  • Rotavirus  
• Polio   • Varicella  • Influenza
The YMCA of Metropolitan Fort Worth does not require staff vaccination/immunization, however we 
require all staff to be Tuberculosis screened prior to working with  
youth in our child care programs.
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MEALS AND FOOD SERVICE PRACTICES:
Breakfast, lunch and an afternoon snack are provided to all children. Meals and snacks meet USDA 
guidelines and are served in a family style environment. The family style environment helps enhance 
self-help skills along with social and motor development.  No outside foods are allowed to be shared 
with other children.

• Breakfast:  8:30 am – 9:00 am; 7:30am - 8:00am for the 4 year olds (Pre K)
• Lunch:  11:00 am – 12:00 Noon
• PM Snack: 2:30 PM – 3:00 PM

Please note that no additional meals will be served after the times listed. 

SPECIAL MEALS:
If your child has an allergy and cannot eat a food item, a doctor’s note must be submitted and will 
be placed in the child’s file. The note must contain the name of the medical condition and all required 
treatments.

CLASSROOM REQUIREMENTS:
• The 18 month and toddler classroom requires your child to have an additional outfit in case of  
 accidental wetting, etc. Parents must also provide diapers, pull-ups and wipes for their child.  
 The 18 month class is the only classroom that allows changing of diapers. It is also    
 the responsibility of the parent/guardian to ensure that their child has enough of these items  
 to last them through each week of care. A child who does not have the recommended items for  
 the class will be sent home until the proper items are provided. Please be aware that your child  
 may be placed in classrooms according to restroom abilities. 
• The Pre-School classroom requires one outfit in case of accidental wetting, etc. 
• Blankets or a large towel are required for nap times.
• No stuffed animals, toys, etc. are allowed in the classroom or center.
• For safety reasons, ALL children must wear closed toed shoes (no sandals, flip flops and/or any  
 shoes or sneakers that have the toes or heels showing are not permitted in the center). 
• All personal belongings must be marked with your child’s name.
• Parents must sign their child(ren) in and out daily.
• Parents please check your child’s cubby/daily folder and take all papers and assignments home  
 with you each day. 
• Because of new state regulations, NO outside food(s) are allowed. For further clarification,   
 please speak with the director. 

VOLUNTEER AND CLASSROOM PARTICIPATION:
Volunteers are always encouraged at the YMCA.  Parents wishing to volunteer on the Parent Advisory 
Committee, special field trips, and/or classroom activities that are not a parent/child group function 
must fill out a volunteer application and a background check form. All paperwork must clear the 
appropriate agencies before volunteer participation in an activity can begin.

MEALS & CLASSROOM REQUIREMENTS

2016-2017

ACCIDENTS, INCIDENTS & MEDICATION
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DISCIPLINE AND GUIDANCE:
Discipline and guidance is provided to help children learn proper social, emotional, and physical, 
guidelines and skills needed to survive in an adult world in the future. Our school believes that 
discipline is a teaching process and a large part of education. When we discipline we are teaching 
appropriate methods of dealing with the social and emotional world that we live in. Discipline 
is guiding a child to use their own self-control and practicing appropriate words for specific 
situations. 

Our goal is to help each child develop the self-discipline needed to manage him/herself.  Therefore, 
we use the following positive guidance techniques and approaches:

• Age-appropriate expectations that are explained in clear, positive statements 
• Environments that are safe and comfortable
• Modeling appropriate behavior
• Setting clear and reasonable limits that protect the child’s safety and the rights of others
• Redirecting behavior using positive statements
• Using praise and encouragement of good behavior instead of focusing only  upon    
 unacceptable behavior 
• Reminding a child of behavior expectations daily by using clear, positive  
 statements 
• Taking appropriate steps when behavior is unacceptable using brief supervised separation   
 or timeout from the group, when appropriate for the child’s age and development.  
 (Limited to no more than one minute per year of the child’s age.)

GUIDELINES:
     1. Keep hands, feet, body and objects to yourself. 
     2. Show respect to staff, others and self. 
     3. Speak for yourself, not others. 
     4. Do not willfully destroy YMCA property. 
     5. Do not go anywhere without a YMCA staff person. 
     6. Always clean up after activities. 
     7. Have fun. 

If a child is repeating unacceptable behavior, the Parents and Director will be consulted. If these 
behaviors persist, the Directors and Parents will conference about various options for the child’s 
success. 

If behavior has not improved: 
1. Notice of suspension (1 day) next day of care/without refund.
2. Conference with Director/Teacher/Parent/Child.
3. Removal from the program if behavior is not corrected. 

(*Due to the seriousness of the behavior any step can be taken at any time) 
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BITING POLICY & ZERO TOLERANCE
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BITING POLICY:
Biting is a natural developmental stage that many children go through.  
It is usually a temporary condition.  The safety of our children is our 
primary concern.  Teachers make every effort to prevent biting in the 
classroom.  However, we understand that there needs to be a policy in 
place when dealing with this behavior.  There will be three levels of biting 
behavior and the subsequent discipline methods for each listed below.

LEVEL ONE
If a child bites one time, they will be told, “No, biting hurts” and then 
redirected to another activity. Attention will be given to the injured child. 

LEVEL TWO
If a child bites three times in one day, the same discipline method will be followed each time. The 
parent will also be required to pick the child up from school. The child may return the next day. 

LEVEL THREE
If a child reaches Level Two again in the same week, the above methods will be followed. In addition, 
the child may not be able to return to school the next day. Any child exhibiting level three behavior 
for three weeks may be dis enrolled. At no time will we share information about the child biting or the 
child bitten with any other parent other than their own.

*An incident report will be written for all involved.

YMCA CONSEQUENCES
   1. Verbal warning.
   2. Re-direction to another activity.
   3. Time away without activities.
   4. Parent notification at pick up time.
   5. Meeting with Parent/behavior contract created.
   6. Notice of suspension (1 Day) next day of care/without refund.
   7. Notice of suspension (3  days) next 3 days of care/without refund.
   8. Conference with Program Director/Parent/Child.
   9. Removal from Program.
(*Due to the seriousness of the behavior any step can be taken at any time)

ZERO TOLERANCE BEHAVIORS 
   1. Inflicting physical harm on another individual. 
   2. Verbal threats that may cause physical harm to another individual. 
   3. Verbal threats that may destroy property. 
   4. Possession of a weapon. 
   5. Possession of a controlled substance. 
   6. Possession of alcohol. 
   7. Use of foul language. 
   8. Inappropriate touching of another individual. 

The YMCA reserves the right to suspend or expel a child immediately for violation of the Zero 
Tolerance guidelines, without refund.
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ACKNOWLEDGEMENT:
I acknowledge I have read the McDonald Southeast Child Development Center’s 
Parent Handbook and understand our policies. I completed a new registration 
packet with updated household income (for USDA forms) and updated home 
telephone numbers and emergency telephone numbers that are in working order.

I have returned all information to my child’s teacher.

____________________________________________________  ___________________________
Parent Signature      Date

____________________________________________________  ___________________________
Parent Signature      Date

PARENT ACKNOWLEDGEMENT

PARENT HANDBOOK
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PARENT ACKNOWLEDGEMENT

The Y. For a better us. 

McDonald Southeast  
Child Development Center
2801 Miller Avenue 
Fort Worth, TX 76105
817-534-1591


