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PHILOSOPHY  
The University of West Alabama’s Campus School is a part of the Julia Tutwiler College 
of Education. The College of Education has as its primary objectives the training of 
competent teachers for school systems in Alabama, promotion of improved 
instructional programs within the University service area, and the provision of services 
to other colleges within the University.  

We believe that children are active learners and unique individuals, learning according 
to a developmental sequence and progressing at their own pace.  

We view the teachers as facilitators of the learning process, sensitive to developmental 
and individual needs of children, and respectful and flexible in their dealings with the 
children. We believe that the appropriate curriculum addresses the social, emotional, 
cognitive, and physical needs of the children.  

We believe that classroom management incorporates proper organization of the 
environment, appropriate activities and clear expression of expectations with natural 
and logical consequences. Our classroom management policy employs a positive 
approach, combining consistency with empathy.  

We believe that the best way to prepare potential teachers is through hands-on, real life, 
practical experiences. Teacher candidates receive valuable training and experience 
while they assist with the program implementation.  

There should be an atmosphere of mutual support between parents and staff in order to 
create an effective learning environment. We believe that parents need to be kept 
informed and have opportunities for involvement in classroom activities.  
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PROGRAM 
WHO IS SERVED  

Campus School services are primarily for the University of West Alabama family 
(faculty, staff, students). Wait list priority is first given to UWA faculty, staff, and 
students and then to siblings of current UWACS students. Enrollment from the 
surrounding community is allowed if slots are available.  

The Campus School serves children 6 weeks old through four years old.   

DAYS OF OPERATION  

The Campus School operates weekly from Monday through Friday with closures 
coinciding with University Holidays. Our hours of operation are 7:15 a.m. to 5:25 p.m. 
Parents and students are not allowed into the building before 7:15 a.m. Notification 
of closings due to unforeseen circumstances will be by telephone or University media 
outlets, if notice must be given in less than 24 hours. SchoolCast will be used for all 
subscribers. The Campus School needs an updated list of email addresses and phone 
numbers so that parents may be notified.  

FEES FOR SERVICE  

Tuition is as follows: 

• $450 per month for infants and children ages 6 weeks – 2.5 years and pre-potty 
trained; 

• $350 per month for children 2.5 years and potty trained and up. 

Tuition is due on the 10th of each month. A $25 service fee will be assessed after the 
10th. Failure to pay fees in a timely manner may result in termination of services at 
UWA Campus School.  

A discount of 10% is given to parents of multiple enrollees. Regardless of the service 
plan, payment for service is prearranged and paid in advance each month. This 
payment ensures that a child’s slot is available on the needed dates but does not carry 
over if unused.  
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Beginning at 5:25 p.m., you will be charged $15.00 for each quarter hour (ex. If you pick 
up your child between 5:26 – 5:40 you will pay $15, between 5:41 – 5:56 you will pay 
$30, etc.). Late charges are assessed to cover the cost of additional staff to maintain an 
adequate adult/child ratio to safely care for and monitor children. The program day 
ends at 5:25 p.m. Continuous violation of this policy will lead to the dismissal of your 
child from the UWA Campus School.  

Up to 10 unexpected non-medical emergency drop-off care are allowed per school year 
if space is available and all applicable enrollment requirements have been met. Drop off 
fee is $30 a day and due at the time of service. Parent or guardian must give 48 hours 
notice.  

A full month’s tuition will be due each month August through May to hold your child’s 
spot. A full month’s tuition will be due in June and/or July for the Summer Program to 
hold your child’s spot.  

If you have a returned check, there will be a late fee along with a returned check fee 
added to the account. You will no longer be able to pay by check if you have one 
returned.  

Refunds are not given for tuition. 

STAFFING  

Classroom staffing is based on the number of children enrolled and the number of 
individuals completing practicum or internships through the program. Minimally, the 
staff to child ratio is 1:5 for 0-18 months, 1:7 for 18 months – 2.5 years, 1:11 for 2.5 years - 
4 year olds and 1:18 for 4 years and up, based on the Alabama Minimum Standards for 
Operating a Child Care Center.  

SUPPLIES 

A supply fee of $50 per child (or $75.00 per family) is due in August and January of 
each school year. If your child enrolls in the Summer program (June and July), a $35 
supply fee will be due on the first day.  
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CHILDREN’S RECORDS 
ENROLLMENT 

Priority for enrollment goes first to the children of the UWA Family (Faculty, staff, 
students and alumni). Wait list priority is first given to UWA faculty, staff, and students 
and then to siblings of current UWACS students. If there are any vacancies for 
enrollment after these considerations have been met, openings are filled from the 
community at large.  

All forms must be completed prior to enrollment. Before your child can be considered 
for admission, you will need to complete the UWA Child’s Preadmission Record. 
Children who are in the drop-off program must have the same forms completed prior to 
being dropped off. The enrollment package includes:  

1. Pre-Admission Record with Emergency Authorization  
2. Pizza Lunch Form 
3. Key Fob Request Form (if needed)  
4. Birth Certificate 
5. Pick-Up List 
6. School Supply Fee ($50 per student or $75 per family per semester) 
7. Blue Immunization Certificate or Religious Exemption Form 
8. Handbook Signature Page  

No child will be allowed to start without a completed enrollment package on file.  

Blue immunization forms must stay current. It is the parents’ responsibility to keep the 
immunization forms up to date.  

Age groupings are generally based on the child’s age as of September 1 of each year. 
Although children shall be initially assigned to a class according to age, they might later 
be transferred to another group according to individual needs. The placement of each 
child will be left to the director’s discretion.  

WITHDRAWAL  

Parents are required to give the UWA Campus School a two week notice before a child 
is withdrawn from the program. If no notice is provided before a child is withdrawn, 
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one month’s tuition is due.  

RELEASE AGREEMENT  

A child will not be released to an unauthorized individual. Parents or guardians must 
indicate who is designated to pick up their child on the written release agreement (this 
can include email.) Parents must provide a written note to change the release 
agreement. Picture identification is needed when an unfamiliar person comes to pick up 
a child. A copy of picture identification may be requested to be kept on file for 
comparison. Children must be signed in upon arrival and signed out upon departure. 
Dropping children off at the door and allowing the child to come in unattended is not 
acceptable. The staff is not responsible for children who have not been signed in or 
children who have been signed out and have not departed the facility. 

CONFIDENTIALITY  

Records and information on the children are kept in strict confidentiality. Medical, 
anecdotal records, assessments and screenings will be available to others only with the 
parent’s written permission. Children’s files are only available to Campus School 
employees.  
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HEALTH AND SAFETY 
You will be notified via the UWA Campus School e-mail system if there is an 
emergency closing. We must have your updated e-mail address and valid cell phone 
number in order for you to receive this notice.  

UNUSUAL CIRCUMSTANCES  

Parents may visit and observe any time during the hours of care as long as care is not 
disrupted. We reserve the right to deny access to any individual who, we determine, 
may place the children at risk. We reserve the right to prevent a child’s departure with a 
person who appears to be under the influence of drugs and/or alcohol or who appears 
to be unreasonably agitated. Child endangerment will be reported to the proper 
authorities.  

In the case of storms or environmental emergencies, parents should contact the campus 
police department if evacuation of the premises has been required. Whenever possible, 
parents will be contacted via telephone.  

In situations of missing or exploited children, the University Police will be our first line 
of contact.  

MEALS  

• BREAKFAST 
o Breakfast is the most important meal of the day! Please see that your child 

eats at home or is sent to school with breakfast. Since drop-off is a busy 
time, breakfast will not be able to be heated here at UWA Campus School. 
UWACS will only provide water to drink. If you wish for your child to 
have milk or juice, please send in an appropriately labeled, single serving, 
cup. Breakfast should be finished by 7:55 a.m. 
 

• SNACKS 
o Two Snacks per Day: Snacks should be sent from home. Please send at 

least one “healthy” option for morning snack. UWACS will only provide 
water to drink. If you wish for your child to have milk or juice, please 
send in an appropriately labeled, single serving, cup. 
 

• LUNCH 
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o All children should bring their lunch from home. Please send milk or 
juice, in an appropriately labeled, single serving, cup and nutritional 
finger foods in easily opened containers. Whole milk is recommended. 
Please make sure all items are labeled with your child’s name. It is 
recommended that you limit the amount of sweets. Lunch is a busy time 
for teachers and preparation for your child’s lunch should be limited to no 
longer than two minutes. Please prepare food ahead of time and put in 
appropriate containers to heat. We will not serve your child anything that 
takes more than two minutes to microwave.  

o Pizza day will be on Thursdays and is available for $3/week for all classes 
except the Chicks. This can be paid by the week, month or semester and 
must be paid in cash.  

 
• GENERAL MEAL POLICIES 

o Caffeinated drinks are not allowed.  
o Birthday celebrations are encouraged. Parents desiring to celebrate their 

child’s birthday at the Campus School should arrange to do so with the 
teacher. The celebration may be scheduled at the time for the afternoon 
snack. Items provided by the parent will serve as afternoon snack on these 
occasions.  

o Water bottles are encouraged once your child is able to drink out of straw.  
 

• INFANTS 
o Parents must provide formula, nursery water, bottles (to be taken home 

and washed daily), and baby food. All items should be clearly labeled 
with your child’s name.  

DIAPERING AND POTTY TRAINING 

Parents of children in diapers will need to provide an ample supply of diapers, wipes, 
and diaper cream (if used).  

Once a child begins potty training, his/her parents will need to provide multiple 
changes of clothes and underwear. Only fully potty trained* children will be allowed to 
move to the 3/4 year old room. (This does not include children with special needs.) 

*Fully potty trained is defined as follows:  

1. No pull-ups or any form of training underwear. 
2. A child may not have excessive accidents. Excessive accidents is one or more 
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accidents per day at school.  
3. A child should be able to indicate toileting needs. 
4. The child’s teacher and director will have the final say of “fully potty-trained” at 

school.  
5. Discussion of any exception to the requirements listed here shall include the 

classroom teacher, parent(s), and director.  

CLOTHING/ SHOES  

All clothing should be marked plainly with your child’s name and placed in a bag 
with their name on it. A complete change of clothes, including shoes, should be left at 
the Campus School at all times, regardless of the age of the child. The children will be 
busy and physically active while they are at school, and many of their activities are just 
plain messy. For this reason, we encourage you to dress your child comfortably as well 
as sensibly. All students should wear tennis shoes to prevent injuries and to maintain 
safety in the event of an emergency. We ask that children who wear dresses and skirts 
have shorts/bloomers underneath. We try to exercise caution by wearing smocks, etc., 
but when children are actively and totally involved in an activity, neatness is not 
guaranteed. Since the weather is unpredictable, it is recommended that a sweater or 
jacket be left at school at all times.  

EMERGENCY RELEASE AUTHORIZATION  

In situations requiring emergency medical treatment, staff will seek the appropriate 
emergency care while attempting to contact the parent. An Emergency Release 
Authorization is a part of the enrollment package. Follow-up reports will be forwarded 
to all appropriate University departments and kept on file.  

It is very important that we have current emergency information on file at all times. The 
teacher or the office should be notified immediately of any changes.  

In formulating our health/illness policies, we attempt not to place extreme burden on 
working /student parents, yet we want to decrease the spread of illness among our 
staff, children, and their families. We do not expect parents to keep children home every 
time there is a slight cough or runny nose. However, when the child has a contagious 
illness or highly contagious symptoms such as fever of 100 degrees, diarrhea (two 
diarrhea bowel movements within three hours or three movements in a day), vomiting, 
severe coughing, conjunctivitis or “pink eye,” sore throat, chicken pox, etc., children 
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should be kept home. Should any suspected contagious symptoms develop while a 
child is at school, parents will be called and asked to pick up the child. Failure to do 
so may jeopardize child’s placement at UWA Campus School. The child must bring a 
doctor’s excuse to clear the child to come back to school. 

The Campus School policy is 24 hours fever free. If you are called because your child 
has a fever, your child will not be accepted back at school for 24 hours without a 
doctor’s excuse stating that your child is not contagious. This policy will be enforced 
without exception.  

A child should not attend school when an illness prevents him/her from participating 
in daily school activities or the illness requires more care than the staff is able to 
provide without compromising the needs of the other children in the group. (i.e. 
Teacher to student ratio must be maintained at all times. There are not enough extra 
staff on hand to allow a child to remain inside during outside playtime.) 

Parents of all children will be notified of a highly communicable illness in the school as 
soon as possible. Parents are reminded to report the contraction of any communicable 
diseases to the staff immediately.  

Hand-Foot-Mouth Disease (HFMD) is a very contagious illness that spreads rapidly. It is 
the UWACS policy that students who have HFMD not return to school until they have 
had no new blistes/sores for 24 hours, all blisters/sores are in the healing stage 
(scabbed over and dried up), and the child is fever free (without fever reducing 
medications) for at least 24 hours.  

Parents will be notified if a child has a fever below 100. If a medication release form has 
been signed by the parent, the teacher will automatically give fever reducer to the child.  

All teachers have first aid and CPR training. All teachers at the Campus School do their 
best to prevent classroom and playground accidents by providing careful supervision, 
providing appropriate activities, and seeing that equipment is in good repair. However, 
minor injuries (scrapes, bumps, etc.) are inevitable when children play. An injury report 
will be given to the parent at pick-up and kept in the child’s file. The Campus School 
does not provide insurance coverage for these injuries.  

There are First Aid kits in each classroom as well as in the kitchen medication cabinet. 
Teachers are required to bring First Aid kits on field trips.  
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We have a child in our school who has Cystic Fibrosis (CF). CF is not contagious but it 
is a genetic illness that causes a build-up of mucus in the lungs and pancreas, causing 
problems with both breathing and digestion. Common colds and other viruses can have 
more serious consequences for people with this condition, possibly resulting in several 
weeks in a hospital. We ask that you be mindful of this when considering if your child 
is well enough to return to school.  

ADMINISTRATION OF MEDICATION  

If a child should require medication while in our care, staff can administer prescription 
or over-the-counter medication if the following conditions are met:  

1. The parent completes a medication authorization form (available at the front 
desk) that includes specific instructions that the teacher administer the 
medication.  

2. Nonprescription medications are to be administered to a child by parent 
directive only when the dosage specifically matches the label recommendations 
for a child of that age. Such medications are to be administered according to the 
directions on the label. Should an over- the-counter medication not include the 
child’s specific dosage, a written prescription by the pediatrician will be required 
detailing the dosage and schedule of administration. (We can have NO open-
ended medication directives, i.e. give as needed. The school personnel cannot be 
responsible for making medication decisions.)  

3. The medication is in its original container and is labeled with the child's name, 
name of the drug, and directions for administration.  

4. Unless physician’s instructions indicate otherwise, mediation can be given for a 
period not exceeding two weeks.  

5. Medication must not be expired.  

The staff can give medication only on written directions from the parent. When a child 
needs to take medication during the day, a “Medication Authorization and Waiver of 
Liability” must be signed by the parent and given to the director or teacher. A 
Medication Authorization must be filled out weekly for all medicines. If non-
prescription medicine is required for a longer period of time, a note must be obtained 
from the doctor stating the need for the medicine.  

FOOD ALLERGIES AND ALLERGIES TO OTHER MATERIALS  
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Any allergies should be included in the information provided at a child’s enrollment. 

This also includes aversions to specific foods or beverages. If allergies are noted on 

enrollment forms, all faculty and staff will be required to adhere to policies and 

procedures regarding severe food allergies. All allergies will be posted for teachers and 

caregivers to see openly. Posts will be in classrooms and eating areas.  

UNIVERSAL PRECAUTIONS  

We utilize universal safety precautions when dealing with the clean-up and disposal of 
bodily fluids. Additionally, we model instructions in preventive measures to reduce the 
spread of germs: proper hand washing techniques, proper disposal of waste and trash, 
covering the mouth and nose when sneezing and coughing. We encourage parents to 
reinforce these methods at home.  

QUIET/NAP TIME  

Quiet/Nap time is an essential part of the day for growing minds and bodies. Children 
will be provided the opportunity to nap. For the Ducklings, Piglets, Lambs, Ponies, and 
Calves please send a nap mat with pillow or a light blanket with a small pillow for your 
child. These items need to be taken home each Friday to be washed. Please be 
responsible for getting these items to school each week. While nap time may vary by 
class, as a general rule, children may NOT be dropped off during nap time. 

PLAYGROUND SAFETY  

A daily playground safety check is to be completed each morning before the 
playground is used by the children. The first teacher to use the playground is 
responsible for the check.  

SAFETY DRILLS  

Safety drills are conducted as needed. Teachers are responsible for taking a class roll to 
each drill. The Director is responsible for making sure that the classrooms are clear and 
that no one remains in the building.  

TRANSPORTATION and PARKING 

Transportation of children to and from the Campus School is the responsibility of the 
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parents. In the case of a medical emergency, transportation is to be secured through 
emergency medical services.  

Off campus field trips require special consent agreement forms from the parents. Field 
trips may be taken to broaden the children’s life experiences or participate in a special 
University activity. When possible, off site activities will be walking campus field trips. 
Parents will be asked to provide transportation to off campus activities, if needed.  

The following steps outline the procedure the Campus School will follow when 
planning or taking field trips:  

1. Parents must indicate their approval on the enrollment form for field trips.  
2. Most field trips will be walking outings that will stay on or close to campus. 
3. Parents will be notified about field trips that go off campus ahead of time.  In the 

event of an off-campus trip, the parent must sign the release of liability waiver 
and return it to the Campus School.  

4. We sometimes need to be spontaneous with our walks on campus to use the 
“teachable moments.”  

5. Emergency forms for each child and a first aid kit will be carried by teachers on 
all field trips.  

6. Car seats/booster seats must be provided for all off-campus field trips by the 
parents.  

The Campus School parking lot is a busy place at pick-up and drop-off times. Please do 
not park anywhere that is not a designated spot, the grass, or the handicap spot unless 
you have the appropriate decal/tag. If you are walking near the playground, be sure to 
stay close to the fence and not walk directly behind cars trying to back out. 

MANDATORY REPORTING REQUIREMENTS  

According to the Alabama Minimum Standards regulations, staff and parents are 
required by law to report known or suspected child abuse or neglect (Code of Alabama 
1975, Sections 26- 14-1 through 26-14-13, see appendix R, page 116, for details) to the 
county Department of Human Resources (DHR) or the local chief of police/county 
sheriff. The report shall be made immediately by telephone or direct oral 
communication followed by a written report containing all known information. Any 
person making a report in good faith is immune from civil liability. All investigative 
reports and certain other records of child abuse or neglect are considered confidential 
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under penalty of law.  

TOYS/OBJECTS FROM HOME 

Please do not allow your child to bring in toys from home. This causes disruption if the 
toy is broken or taken home by someone other than the person who brought the toy. 
Children are allowed to bring a soft toy or blanket for nap time as long as it is kept on 
their cot and taken home weekly for washing.  

PACIFIERS 

If your child takes a pacifier, please be sure there is always an extra in his/her cubby at 
school. Pacifiers should be labeled with your child’s name or initials. Children will not 
be allowed to have pacifiers in the Lamb Room except for during nap. Children above 
the Lamb Room room are not allowed to have pacifiers at school. 
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EDUCATIONAL PROGRAM 
CURRICULUM  

The Campus School’s curriculum is guided by Creative Curriculum and Teaching 
Strategies Gold. Using a thematic approach, the curriculum is developed to promote 
growth in all areas of development: social/emotional, language, cognitive and physical. 
The core of the program uses well-planned learning centers that provide children with 
opportunities for choice and self-directed play. There are constant changes to the 
environment to reflect emerging interests. The purpose of this approach is to guide the 
children through experiences that promote optimum growth and development.  

The Calves Class is designed for children in attendance full time. However, it is 
conceivable that parents who are University students may need care based on their 
class schedule.  

The Campus School serves as a learning lab for University students. As such, these 
teacher candidates will gain hands-on experience with preschool and elementary 
students while assisting in providing services for the children of UWA Campus School.  

HOME LEARNING ACTIVITIES  

During the fall and spring semesters, home follow-up activities related to the Campus 
School activities will be provided. In addition to reading to your child every day, we 
encourage you to experience the follow-up activities with your child, ask questions 
about the activities and talk with your child’s teacher.  

 

ATTENDANCE  

P-3/4 students (Calves) are encouraged to be at school by 8:00 a.m. Each child should 
be signed in and out on a daily basis.  

GUIDANCE AND DISCIPLINE  

The Campus School utilizes developmentally appropriate behavior management 
practices. Disciplinary procedures utilized do not include corporal punishment. Our 
guidance techniques provide a socially and emotionally secure environment for growth 
and development. These guidance techniques include:  
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o Provide developmentally appropriate activities in which children can actively be 
involved,  

o Respect the needs of each individual,  
o Use opportunities to develop positive self esteem in each child,  
o Maintain a positive atmosphere through frequent positive interactions and 

praise,  
o Establish a predictable and consistent approach to dealing with problems that 

arise.  

Natural and logical consequences are used when dealing with behavior problems. 
Discipline is viewed as a teaching opportunity that encourages growth and 
responsibility in the child.  

Time away from the group is sometimes used in the Campus School. If a child is unable 
to behave appropriately, he or she may be moved a short distance from, though in full 
view of the group, for a short period of time. This provides an opportunity for the 
teacher to assist the child in understanding and articulating his or her needs and in 
improving self-control. If an extreme problem arises, parents will be notified.  

Steps in the behavior management process include:  

1. Assisting the children in making a smooth transition from home to the Campus 
School.  

2. Observation with necessary intervention and questioning of the child to 
determine the cause of the inappropriate behavior.  

3. Development of a plan of action to encourage positive change in behavior with 
the child.  

4. If behavior problems continue to occur, parents will be asked to meet with the 
director and teacher.  

A plan of action will be agreed upon to help the child make better choices in behavior. 
Progress will be reviewed with parents. All efforts will be made to help resolve the 
problem. In cases where the child is not benefiting from the program, is harmful to 
other students or staff, or if the behavior is disruptive to the classroom environment, the 
situation will be referred to the steering committee. If the steering committee feels it is 
necessary, they will make the recommendation to dismiss the child from the program.  
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GRIEVANCES  

Whenever possible, grievances should be handled within the Campus School. If this is 
not possible then grievance procedures should be followed in accordance with 
University policies.  

Procedures:  

1. First consult the teacher about a complaint unless the concern is not in regards to 
the classroom. Other complaints are to be registered with the Campus School’s 
Program Director.  

2. If a parent is not satisfied with the result of the parent/teacher consultation, then 
the complaint should be registered with the Director. A meeting will follow 
promptly to clarify misunderstandings and make adjustments to correct minor 
complaints as they occur daily.  

3. Unresolved complaints should be put in writing to the Dean of the College of 
Education. The Dean will investigate the complaint/grievance and make a 
decision within ten working days. All parties will be notified of the decision at 
that time.  

PARENTAL INVOLVEMENT  

Parental involvement is integral to the success of the program. Parents are welcome 
visitors in the Campus School at any time. Children need to know that parents are 
interested in what is happening at the Campus School and the teachers need parents’ 
input. If you have special talents you would like to share, let us know. Parents are 
welcome to come and observe or help at any time. Parents are encouraged to participate 
in and support activities.  

STAFFING  

The Campus School’s educational program is implemented by a highly qualified staff 
and supported by University teacher candidates. Teachers in the Campus School are 
screened appropriately according to the procedures prescribed by the Alabama State 
Department of Education. The program design is put into practice by a staff with 
Bachelor’s degrees, Master’s degrees, or Educational Specialist degrees. The Director is 
responsible for teacher supervision and overall program management.  
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Teachers are responsible for conducting and supervising activities within their 
classrooms. Teachers are also facilitators responsible for the care and education of the 
children assigned to them. They are under the direction and supervision of the Director.  

Assistant teachers and teacher candidates are under the direction of the teacher and the 
Director. Their main responsibility is to assist in providing a safe, positive and healthy 
environment for the children. University students are sometimes hired for these 
positions.  

Volunteers, interns and practicum students are a great help to us in the Campus School. 
They work with the children under direct staff supervision.  
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Parent Handbook Agreement  

I have read the UWA Campus School Handbook and agree to abide by the policies 
stated in the handbook. I understand that failure to comply with the policies set forth 
will lead to the dismissal of my child from the Campus School.  

 

Child Name #1 ______________________________________________________________ 

Child Name #2 ______________________________________________________________ 

Child Name #3 ______________________________________________________________ 

 

Parent’s Signature #1 _________________________________________________________ 

Parent’s Signature #2 _________________________________________________________ 

 

Date _________________ 

 


