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Please note: For ease of reading, the terms “parent” and “parents” refer to a child’s parent(s) or court 
appointed legal guardian(s).  Parkland Child Development Center is often referred to as PCDC. 
 
 
 
Stephanie Stuart        
Vice President 
Strategic Partnerships and Workforce Innovation/Chief Communications Officer 
Room U332 
Office 217-353-2170 
 
Melissa Munster           Jennifer Somers  
Interim Director, PCDC        Interim Assistant Director, PCDC 
Room G-102           Room G-101 
Office 217-351-2553         Office 217-373-3777 
mmunster@parkland.edu        jsomers@parkland.edu  
 
 
The administrative staff has many years of experience with young children in various early childhood 
settings and high levels of education.  If you have any questions or concerns, feel free to contact one of 
them. 
 
 

SUPPORT STAFF 
Parkland College, through Administrative Services, employs a 75% time cook for PCDC.  Parkland 
College, through the Physical Plant, assigns a custodian to provide daily cleaning at PCDC. 
 
 
 
 

 
 
P
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was evident.  In 1975, the faculty senate proposed a Child Development Center be built along with the 
new college campus on Bradley Avenue.  Although funding was not yet available, the dream lived on.  
The Parkland College Board of Trustees approved a capital improvement project plan in November 
1991.  The plan included funding for a temporary center to meet the need for early childhood education 
until state funding would allow for a permanent facility. 

 
The temporary center opened at the start of the fall semester on August 23, 1993.  The building 
included three classrooms for children, an office and a reception area.  It accommodated 56 children, 
ages 2-6.  Today our former temporary building is known as the “E” Building. 

 
On January 19, 1994, Governor Jim Edgar released $1,496,300 in state construction funds for the 
permanent Child Development Center at Parkland College.  Ground breaking for the new center was 
held on September 28, 1994.  The center was completed in late July 1995.  It includes four classrooms 
for children, two instructional classrooms, full-services kitchen, multi-purpose room, office, conference 
room, staff lounge, and reception area.   
 
In December, 2019, the Parkland board of trustees approved opening an infant-toddler room in 
classroom D. The DCFS license was officially amended in February, 2020.  
 
We are state licensed to accommodate 68 children, ages 6 weeks - 5 years.  We serve the children of 
Parkland College students and staff, and community members. 
 
 
 
 
The Parkland College Child Development Center was established to provide an educational program 
for children of Parkland College students.  PCDC is intended to supplement the child’s family by 
providing a quality program for children while parents pursue their educational goals. 

 
The following purposes are of equal importance in fulfilling the mission of Parkland College and the 
Child Development Center.  We strive to: 
 

• Guide and assist children in becoming active, responsible, ethical and self-disciplined citizens of our 

democratic society. 

• Prepare children for kindergarten. 

• Provide developmental programs and services, which enhance and support children’s learning. 

• Provide learning opportunities for children to explore their potential, abilities and interests. 

• Offer support to enhance parent’s capabilities in child rearing by providing networking, advising and 
guidance services. 

 

 
 

 
TEACHER QUALIFICATION 
 

A Head Teacher and an Assistant Teacher staff each classroom.  Teachers are professional staff 
employees of Administrative Services at Parkland College. 

 
Head Teachers have obtained degrees in Early Childhood Education or a related field and have had 
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CONFIDENTIALITY 
 
PCDC staff will make every effort to protect your family’s privacy.  This encompasses such things as 
children’s behavior, family situations, and children’s personal files.  Only full time Parkland Employees 
will have access to children’s files.  If parents want us to share this information with another school, 
doctor, or another agency they will need to fill out a consent to Release Information form. There is a 
master copy of the children’s file that the Assistant Director maintains for DCFS.  The information 
includes the enrollment packet of information provided at the time of enrollment.  The teachers in the 
classroom maintain a file on each child in their classroom which includes copies of some of the 
enrollment paperwork as well as documentation used to develop the child’s portfolio.  Children’s files in 
both areas are locked daily.  Each family has the right to see the information in the child’s file and the 
time most suitable for such access is at parent/teacher conferences.  

 
GUIDANCE 
 
The goal of the PCDC staff is to assist each child toward the development of self-control and positive 
interactions with other children and adults.  Our primary rule is R-E-S-P-E-C-T, for each other, for 
teachers and others in authority, for PCDC materials and for the environment. 

 
Children who arrive at PCDC will find loving care, reasonable order, and the promise of an interesting 
day.  In such an environment, we strive to teach children to respect themselves and others.  This 
atmosphere also reduces the number of discipline problems. 

 
Recognizing that children are not emotionally mature enough to be in charge of themselves over long 
periods of time, caring adults set limits and maintain calm, consistent approach to guiding children’s 
behavior. 
 
 
Guidance techniques are designed and implemented in such a way as to help each child develop self-
control and to assume responsibility for his/her actions.  The rules are simple and understandable.  
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• CONFLICT RESOLUTION 

 
Because of the move toward a global community, we feel it is important to stress the development of 
conflict resolution skills.  We work with children on the specific skills necessary to begin to solve their 
own disagreements among themselves.  

 
Experienced teachers can recognize the possibility of potential behavior problems before they occur, 
and therefore, can redirect the child’s behavior before it becomes unacceptable. 

 
Sometimes a child’s behavior results in a logical consequence, which helps the child learn the cause-
effect relationship of his/her action.  Occasionally a child who is being disruptive or losing control may 
be removed to the sidelines of the group, be assisted in gaining control, and then be invited to rejoin the 
group and reminded of appropriate behavior. 

 
REFERRALS 
 
If a concern is addressed by a child’s teacher or parent regarding the child’s development, a meeting 
will be scheduled to include the teacher, parents and director.  If it is determined that the PCDC staff 
will benefit from additional guidance by outside resources to fully meet the individual needs of the child, 
a referral to a community agency will be made.  If continual discipline problems and/or developmental 
concerns persist, the parents will be called for a conference with the teacher so they can work together 
to help the child.  If a parent is not cooperative with our efforts to seek assistance for their child, we will 
exercise our right to discontinue service and enrollment will be terminated. 

 
CHILD ASSESSMENTS 
 
The staff of the Child Development Center uses a variety of assessments tools to support children’s 
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PARENT/TEACHER CONFERENCES  
 
Individualized Parent/Teacher conferences are held formally twice a year.  The first is scheduled in 
November and the second in May.  However, parents are encouraged to talk to the child’s teachers if 
they have questions or concerns.  The Director is also available to parents with questions or concerns.  
Children’s personal and individual needs are of primary importance, therefore, more frequent 
interaction between parents and teachers may be necessary.  Telephone conferences are available at 
any time.   
Note:  We will not discuss a child in his/her presence.  Please make arrangements for your child (and 
siblings) to be cared for during your scheduled conferences. 

 
COMMUNICATION 
 
Our goal is to foster an atmosphere of mutual cooperation and respect.  Good communication is the 
essential key to reaching and maintaining that goal.  When you have an idea, thought or suggestion 
that you feel would benefit PCDC or your child, please share it with a PCDC staff member.  Working 
together, we will maintain an efficient program that benefits the children you have entrusted to our care.  
In the event that an interpreter is needed for any reason we can contact Parkland faculty or staff to 
assist.  Please refer to the language directory in your enrollment packet or let one of our staff members 
help make these arrangements. 

 
Parents are encouraged to read all posted information.  There are several places where information is 
routinely posted.  Please familiarize yourself with the reception area and classroom posting areas. 

 
PCDC is operated under an “open door” policy.  Your presence, thoughts, ideas and positive 
suggestions are welcome.  We strive to encourage each other as we endeavor to maintain a positive 
caring atmosphere in our center. 

 
We encourage open conversation between parents and teachers.  Arrival and pick-up times are good 
for relaying pertinent information about your child.  Parents may call the school and/or visit at any time.  
The teachers in each classroom try to do a classroom newsletter monthly. This newsletter will be 
placed in your child’s cubby. Please check this daily for important updates. 

 
 
REST TIME 
 
Each classroom has a rest time following lunch each day from 12:30-2:30 p.m. All children are 
encouraged to take a nap during this time. Children under the age of 15 months nap according to their 
biological schedules. We ask that each family bring a crib size sheet to be used on their child’s cot or 
crib and that the sheet is labeled in permanent marker with the child’s last name.  Parents are also 
asked to take the sheet home to be laundered once a week.  Soft music is pla12 0 612 792 re
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• Verification of Receipt of Parent Handbook 

• DCFS Application/Record of Child Information Registration Card 

• Child’s History / Child Information Brochure 

• Tuition Agreement 

• Copy of 
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Termination of enrollment (withdrawal) will be enforced on the last business day of the month if required 
documents have not been provided (i.e., registration form, health form, etc.).  Children who have been 
withdrawn do not have priority to re-enroll.  Parents may re-apply to the waiting list by submitting an 
application and if a space is open, offered, and accepted, the initial $50 space reservation/registration 
fee would apply. 
 

 

• Incompatibility Between Child and Program 
 
If it becomes evident that our program is not a suitable one for your child, we will take the following 
steps: 

 Meet with the parent to discuss concerns and possible solutions 

 Hold discussions among the staff for creative problem solving, bringing in an outside consultant if 

possible 

 Try different activities, room arrangements, behavior management strategies, or other reasonable 
accommodations 

 
In these cases, we will recommend withdrawal only when the child is unable to adapt to the program, or 
the staff determines the child cannot benefit from the program.  When possible, parents will be given at 
least two weeks notice prior to center-initiated withdrawal.  In the event such a decision is made, we will 
attempt to refer the family to other services that may be helpful to the child. 

 

TUITION 
 

Our charges are considered enrollment fees, not attendance fees.  Tuition is charged for every 
day a child is enrolled, whether or not s/he attends. 
 

$  Tuition fees will not be charged when the CDC is closed.  Family vacation periods, other than 

during official Parkland College holidays will be subject to normal tuition charges.   Tuition is based 
on family/household income.  Tuition is due on the first business day of the month for the entire 
month.  
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PAYMENT 
 
Tuition payments for the full month are due on the 15th business 
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REGISTRATION CARD 
 
Parents are required to complete a new registration card before the start of fall semester, and to update 
information on the card as needed during the year.  To update your child’s registration card, stop at the 
reception desk. 
 

 
MEDICAL EMERGENCY/ACCIDENT 
 
Our staff will take every precaution to insure the safety of all children.  Information parents have 
provided on the child’s current registration card and medical consent form will be used if emergency 
treatment is necessary.  In the event of a medical emergency or accident requiring medical treatment, 
parents will be notified immediately.  We will also contact Parkland College Public Safety and an officer 
will come to the center to check the child.   If an event requires the immediate transportation of a child 
to the hospital, one of the child’s teachers will remain with the child until a parent arrives.  In the event 
of an accident, parents will receive an Accident Report, completed by the teacher or staff member who 
was supervising the child at the time of the accident.  This report will provide details of the incident and 
actions taken. 
 
All full-time PCDC staff and Aides that work in the children’s classrooms will have first aid training and 
training on other health related topics.  At least one staff member trained in first aid and CPR will be 
present at all times in the classroom.  

 
MANDATED REPORTER 
 
All PCDC staff are required by law to report any sign of possible abuse or neglect of a child.  Reports 
are given via a hot line designated for this purpose.  As required by DCFS, written procedures and 
workshop training is provided to each staff member. 

 
MEDICAL EXAM / IMMUNIZATIONS 
 
The State of Illinois requires all children enrolled in a licensed center to have a physical examination 
(including TB skin test or a physician’s waiver, and Lead Screen or physician’s waiver) within six 
months prior to enrollment.  An up-to-date record of immunizations (including Hepatitis B) is also 
required.  A medical form with all of the required information must be on file at PCDC within 30 days of 
enrollment.  The medical exam and health form must be renewed every two years. 

 
 

OBSERVATION 
 
The classrooms are equipped with one-way mirrored windows.  This means the children won’t see 
observers looking into the classroom from the multi-purpose room, but observers can view the activities 
inside the classroom.  Anyone is welcome to observe at anytime, with one exception: Observations are 
not permitted during nap/rest time – 12:30-2:30 p.m. each day.  Observers other than parents must 
adhere to the Observer Guideline posted in the reception area.  Feel free to turn off the lights in the 
multi-purpose room if it is not being used.  This will enhance your ability to see more clearly into the 
classrooms. 
 

HEALTH AND SAFETY 
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allowed if they have a leak-free outer coating/plastic underwear over top. Your child’s teachers will 
discuss toilet learning with you to determine when your child is ready to come to PCDC in underwear.   
 
Before beginning toilet learning, a child must exhibit some signs of readiness.   
 
These include:   Has a concept of wet and dry 

Has a regular bowel movement 
Stays dry for an hour or two in the daytime 
Wakes up dry from nap 
Shows interest; wants to imitate children at school and adults at home 

 
Before beginning toilet learning in the classroom, the teachers and parents need to discuss the 
following:   Toilet learning techniques 

What words the parents will use with the child for bathroom functions 
What date toilet learning will begin 

 
Parents must provide disposable diapers and diapering supplies.  By providing them, you can be sure 
you have an adequate supply for your child at all times.  During toilet learning, parents must bring at 
least tw
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• Menus 
 
Menus are planned in a four-week cycle so that no main entrée is served more than twice during that 
time period.  Copies of menus are posted in the lobby and in each classroom for parents to review.  
Once the menu is posted, every effort is made to adhere to it.  If a change is necessary, the food 
substituted is from the same food group. 

 
 

• Vegetarian Alternative 
 
We provide a vegetarian alternative for those who have beliefs prohibiting meats.  Parents must inform 
the Director or Assistant Director and complete the food instructions section on the registration card if 
they choose this alternative.  Parents must also provide documentation from a doctor indicating this 
alternative.  This may be indicated on the “physical form.” 

 
• Food Allergy/Intolerance 

 
If your child has an allergy or physical intolerance to a certain food or food group, we must have a 
physician’s note stating the intolerance.  A parent must complete the food instruction section on the 
registration card.  Your child’s name and food allergy/intolerance will be posted in the classroom 
kitchenette so that all staff, student workers and practicum students will know at a glance which 
children should be excluded from receiving a certain item.   As part of the Illinois State Board of 
Education Food Program, we are required to offer a specific amount from each food group; therefore, 
we cannot cater to personal preferences. For children with milk intolerance the only allowable 
substitutes are Lactose Free Milk or the brand 8th Continent.  Parents may not opt to send a sack lunch, 
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WEATHER CLOSING  
 
Parkland College and P
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PLACING INFORMATION IN CUBBIES 
 

Information to be provided by anyone other than a Parkland Child Development Center staff member 
must be presented to the PCDC Director for consideration.  If approved, the Director will facilitate the 
distribution of the information to each child’s cubby.  If the request is denied, the information will be 
returned to the source with an explanation for the denial.  Requests for distribution of information 
will be automatically denied if any child is excluded. 
 

FIELD TRIPS 
 

Teachers frequently plan short walking trips to the main campus for special reasons.  Occasionally, 



http://www.parkland.edu/sa/units.html
http://www.parkland.edu/cdc
https://www.facebook.com/ParklandCDC/
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