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INTRODUCTION

This report details the rationale and content of a
model parent information handbook for use by an early child-
hood care facility. The need for such a handbook is demon-
strated by the number of families involved in child care.
In 1979, 49.4%1 of the married women of the U.S. population
were employed. Of these, 43.2%2 were mothers with children
under six years of age. Each newborn increases the demand
for guality child care if that child's mother, married or
single, plans to return to the labor force. Children's
involvement in any type of child care facility leads to two
major interactions: the child-caregiver relationship and the
parent-caregiver relationship. It is the second relationship,
called the parent-teacher relationship in this paper, that
stimulated the development of the parent information hand-
book (PIH). This paper deals specifically with a PIH for a

hypothetical child care center called "A Kid's Place".

1U.S. Dept. of Commerce, "Women in Labor Force with

Children in Day Care", Statistical Abstract of the U.S. 1981,
102d ed., Bureau of Census, 1981, p. 140,

2

Ibid., p. 140



BACKGROUND RESEARCH

Minnesota and Kansas child care licensing regulations
require that parents receive a written explanation of policies
governing a child care centef. Minnesota regulations further
stipulate that: "Admission policies and procedures must ensure
initial and continuing communication between the family and the
facility to assure compatibility in their mutual responsibility

for the child's welfare."3

Communication and information
exchange must be established and maintained in order that the
child's needs will be better served by both parties responsible
for his welfare. Much of the rationale for the development of
this PIH is the result of the study of these requlations.
Further justification comes from the fact that the limited
contacts of parents and teachers are often at the most hurried
moments of the day. There is often important information to be
shared about the child and the center policies. Because of the
rush, some of the information can be forgotten, omitted or
misunderstood. Therefore, the parent-teacher relationship
would be mutually developed if parents could be given an
information handbook containing relevant center information.
This information contained would be determined in part by the
licensing regulations of the state and by each individual

center's policies, Therefore, through the use of a PIH,

3MN DPW Rule 3, Standards for Group Day Care for Preschool

and School Age Children, 1977, p. 9.




misunderstandings could be aveocided and more time could be
devoted to sharing an understanding of the child's progress.
This report presents a model for a PIH that parents
would be given upon enrollment at a child care facility. The
major areas requiring emphasis in this handbook were deter-
mined through discussion with parents and teachers, and a
gquestionnaire given to the parents whose children were en-
rolled in the Stone House Child Care Center at Kansas State
University in Manhattan, Kansas. Additional information was
gathered in an informal telephone survey of ten child care
centers in Minneapolis, Minnesota. Information and policies
used within the PIH are based upon my personal experience at
the Stone House Child Care Center, and upon the licensing
regulations of Kansas and Minnescta. The philosophy and
atﬁitudes reflected within the handbook are the result of
academic experience and study in the graduate program of the
Department of Family and Child Development at Kansas State
University, Manhattan, Kansas. Teaching experience at Lee's
Preschool, Manhattan Day Care Center, and Stone House Child
Care Center, all in Manhattan, Kansas, provided further in-

fluence for this project.
QUESTIONNAIRE-PARENT INPUT

The questionnaire (see Appendix A) was developed and
distributed in 1978 to determine how well informed parents
felt they were and the relative importance of potential

topics. This gave parents an opportunity for communicating



concerns, questions and suggestions concerning information
they were to receive about the center and its policies.
Section One of the survey asked parents how well informed they
felt about the policies and procedures at the Stone House Child
Care Center (hereafter referred to as the Stone House). They
rated seventeen topics on a scale of 1 (inadequate) to 5
(extensive). The topics included were: general philosophy,
attendance, fees, health and safety, illness, meals and snacks,
clothing, program, field trips, research, observation, parent
involvement, storm and fire plans, school closings, staff and
administration, discipline, and child abuse and neglect (CA/N)
policy. 1In Section Two the parents were asked to rate how
important it was to include each of these topics in the PIH.
They again used a scale of 1 (unimportant) to 5 (vital).

Fifty-one questicnnaires were given to the parents of the
28 families with children enrolled at the Stone House. Five of
the 28 families were headed by women. Of the 51 questionnaires
distributed, seventy percent were returned representing 24 of
the 28 families (B6%). Both parents in twelve families returned
the questionnaires, one parent in seven families returned the
questionnaire and all five families headed by women returned the
questionnaires. The results of the questionnaire are tabulated
in Tables 1 and 3.

Table 1 shows the results of Section One of the
questionnaire. The mean (M) of the scores for each topic were
tabulated to determine which areas the parents felt least in-

formed about. Any subject with a mean of less that three



(adequate) was considered an area of inadequate information.
According to Table 1 there were five of these areas: research
at the Stone House (M=2.28), observation by students (M=2.36),
storm and fire policy (M=2.06), discipline (M=2.56), and the
child abuse and neglect policy (M=2.00).

The standard deviation (SD) was also calculated for each
topic. This value informs the examinér as to the distribution
or uniformity of the responses. The larger the standard de-
viation the less the respondents agreed with each other. For
example, Health and Safety has a standard deviation of 0.81.
Examination of the data shows that the large majority (80%)
of the parents marked their Questionnaires either 3 or 4 for
this topic. 1In contrast, for Research at the Stone House the
standard deviation is 1.11. Therefore, the parents were in
less agreement as to how well informed they felt they were on
this topic. ther topics showing a standard deviation of more
than 1.00 included: fees (SD=1.00), meals and snacks (SD=1.00),
clothing (SD=1.16), program schedule (5D=1.07), observation by
students (SD-1.02), parent involvement (SD~1.00)}, staff and
administration (SD=1.,10), discipline (SD=1.11), and the CA/N

policy (SD=1.17}.



Table 1
Parents' Ratings of Stone House Handbook*

1978

How adequate has the information been in meeting your needs?

Topic inadequate adeguate extensive M sD
1 2 3 4 5

General Philosophy Z 4 13 15 2 3.31 0.95
Attendance 1 2 14 13 6 3.61 0.93
Fees 0 5 9 13 9 3.72 1.00
Health and Safety 0 4 15 14 3 3.44 0.81
Illness 0 3 18 10 4 3.42 0.81
Meals and Snacks 1 4 16 2 6 3.42 1.00
Clothing 0 9 7 10 10 3.58 1.16
Program Schedule 1 & 12 10 6 3.36 1.07
Field Trips 0 3 14 12 7 3.64 0.90
Research at the

Stone House 11 10 10 4 1 2.28 1.11
Observations

by Students 8 12 12 3 1 2.36 1.02
Parent Involvement 3 6 16 9 2 3.03 1.00
Storm and Fire 10 il 7 1 1 2.06 0.92
School Closings 2 7 16 8 2 3.03 0.95
Staffing and

Administration 3 6 14 9 4 3.14 1.10
Discipline 6 12 13 2 3 2.56 1.11

Child Abuse and
Neglect Policy 16 10 6 2 2 2.00 1.17

*Based on responses of 36 of the 51 parents.



In both sections of the questionnaire parents were
given the opportunity to present topics not listed which they
personally felt should be included. The topics written in

are listed in Table 2:

Table 2

Write in topics after Section 1 - Additional topics about
which parents felt they needed more information.

# of
Topics Respondents
Staff Background , 1
Drop Off/Pick Up Policy 1
Supervision of Student Teachers 1
Nutrition il
Birthdays 2
Visits by Parents/Relatives 2

Table 3 shows the results of the analysis of the second
part of the questionnaire. This section asked the parents to
rate how important it was to include each topic in the PIH.
Again, the mean for each topic was tabulated as well as the
standard deviation. A mean of at least 3 (important) was
necessary for the topic to be included. Every listed topic

was considered important with the lowest mean being 3.39.



Table 3

Parents' Rating of Topic Importance*

1978
Topic unimportant important vital M SD
1 2 3 4 5

General Philosophy 0 0 9 8 19 4.28 0.85
Attendance 0 0 11 6 19 4,22 0.90
Fees 0 0 11 3 22 4.31 0.92
Health and Safety 0 0 4 8 24 4,56 0.69
Illness 0 0 8 2 25 4.47 0.84
Meals and Snacks 0 2 8 11 15 4,08 0.94
Clothing 0 3 13 8 12 3.81 1.01
Program Schedule 0 1 8 1.1 16 4.17 0.88
Field Trips 0 3 16 6 11 3.69 1.01
Research at the

Stone House 1 2 10 14 9 3.78 0.99
Observations

by Students 2 5 12 11 6 3.39 1.10
Parent Involvement 0 0 10 12 14 4.11 0.82
Storm ‘and Fire 0 1 7 10 18 4.25 0.87
School Closing 0 0 10 9 17 4.19 0.98
Staffing and :

Administration 1 2 8 13 12 3.92 1.02
Discipline 0 0 3 9 24 4.58 0.65
Child Abuse and

Neglect Policy 3 1 4 12 16 4,03 1.21

*Based on responses of 36 of the 51 parents.



The topics written in by parents in this section of the

guestionnaire are presented in Table 4:

Table 4

Write in topics after Section 2 - Additional topics that
parents wanted included.

# of

Topics Respondents
Drop Off/Pick Up 1
Sharing Time 1
Phone Numbers of

Children and Staff 1
List of all Children

and Staff 1
Open Door Policy and

Information Exchange 1
Nutrition 1
Student Teacher Policy -

Qualifications, Experience

and Supervision 1

Many parents also chose to write comments in the available
space on their guestionnaires. These comments were both
valuable and helpful in determining the content of the PIH.

Table 5 lists the major categories mentioned in these comments.



Table 5

Categories of Written Comments

Topics
Posting of: "way to share the day with my
Daily schedules child."
Weekly menus "helpful for dealing with situation:
Weekly activities at home and avoiding confusion."
Care and Program at "good care and excellent program."
the Stone House "need for financial records and
prompt payment."
Policies and "seeing policies in writing would
Handbook make me feel more comfortable
about participating in the pro-
gram and opportunities available,'
"good idea, handy for referral."
"one less channel for information
to go through."
CA/N Policy "what is it?"
Research/Observation "to what extent?"
Discipline approcach, philosophy, and some
situational examples requested.
Illness realistic quidelines for attendance
requested.
Student Teacher - Child concern over excessive number of
Interactions contacts necessary.
Video Tapes appreciated

Outdoor Play clarification
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The completed list of topics to be included in the model
PIH, based upon the information received from the questionnaire
and information required to be given according to Minnesota

and Kansas licensing regulations, is given below:

General Philosophy
Enrollment

Attendance - Hours
Drop off/pick up

Fees

Health and Safety - Illness
Emergencies - storm and fire
Insurance
Naps
Cleothing

Meals and Snacks - Nutrition

School Closings

Discipline

Program - Schedules Evaluations of children
Birthdays Observation by parents
Sharing

Field trips .
List of children and staff
Phone numbers of children
Parent Involvement
Staff and Administration - Training, experience, supervision

Child Abuse and Neglect Policy (CA/N)

Research and Observation by Students (optional)
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THE MODEL PARENT INFORMATION HANDBOOK

The model parent information handbook (Appendix B)
presented in this report is divided into six sections. The
forms necessary for enrollment are included as an appendix.
The six major sections are: 1,) Contents and Letter to
Parents; 2.) Philosophy; 3.} Enrollment and Attendance;
4.)\ Personal Needs; 5.) Program and 6.) Parents and Staff.
These divisions have been determined in as broad a sense as
possible. More specific information concerning each topic is
cited in the Contents section. A detailed discussion of each
section as well as the cover design, illustrations and title

follows.

Cover and Illustrations

The cover design and illustrations throughout the hand-
book are all original drawings. Their purpose is to provide a
representation of the information included in each section.
The drawings were kept simple and light to keep attention on
the contents of the section while providing some humor and some

aesthetic gquality.

Title

The title "A Kid's Place" was chosen for its simplicity
and the concept it represents. While it is a slang expression
it does what it was intended to do, it calls attention to the
fact that the center is a place for children. It suggests a
place where children can feel secure as they work, play and

grow. It represents a sense of security to the parents who
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must leave their children at a center daily. The quality'care
and the development of each "kid" must be the primary concern
of all at the center. Hopefully this title will encourage

parents to investigate this center more closely.

Contents and Letter to the Parents

Since the general headings are very broad it is necessary
to open the handbook with a Contents page. The parents can
check here under each of the six major headings to find the
section which will answer their guestions. Under each major
heading are listed the more specific topics covered in each
section. The parents can easily spot the topic they need to
read about and refer to it in the body of the handbook.

A look at the Letter to the Parents can give the parents
general information about the center. The tone set by this
letter gives the parents an idea of the atmosphere of the
center. This introduction provides insight about the director,
who has a major responsibility in setting the tone for the
center. This in turn gives them an idea of the acceséibility
and receptivity of the staff. Personal experience has shown
that parents are often hesitant about approaching a "pro-
fessional." The tone of the letter should indicate warmth,
openness and interest, as well as encouragement. Consequently,

the parents can be assured of good care for their child.

Philosophy

"Day care center" is a very broad term used to cover
many different types of child care facilities. Parents need

to be aware of a center's philosophy of both child care and
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development and its relationship to their own beliefs.
Parents believing in a strictly disciplined, highly structured
system at home may have some problems dealing with the laissez-
faire approaches of some centers. Therefore, parents who are
looking for child care should study each center's philosophy.
In order to effectively evaluate a center, time should also
be spent observing both children and staff at the facility.
Parents should spend encugh time to get acquainted with the
philosophy and sense the atmosphere of the center. Questions
should be asked to gain more information upon which to base
their final decision. They should be looking for a facility
that meets thelr needs and expectations for their children
while complementing their own child-rearing philosophy.

Table 1 indicated that a majority (78%) of the parents
felt adequately informed about the Stone House philosophy by
marking either 3 or above on the scale. The whole sample in-
dicated that it is important to include the philosophy of the
center in the PIH by marking 3, 4, or 5 (M=4.,28) as shown on
Table 3. It is in this section that the parents would be made
aware of the purpose of the center, its staff and its goals.

The Philosophy section of this PIH states that "A Kid's
Place" 1s a complement to the home environment, not a replace-
ment. The determination of goals and objectives for the
children is explained in this section. All of this information
focuses on the importance of prdmoting a positive self concept
and feeling of worth--the heart of the center's philosophy.
Presentation of this information may generate further questions

and discussions leading to a positive foundation for center-
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family relations.

Also included in this section is a segment dealing with
parent-child separation during the first days at the center.
This segment would give further evidence of the center's con-
cern with maintaining the parent-child relationship. In this
case, the segment illustrates the awareness on the part of the
center of the anxiety experienced by both parent and child when
the child starts at a center. By addressing the issue and
recognizing the anxieties, the center gives parents the oppor-
tunity to discuss their own fears and manner of dealing with
their feeliﬁgs as well as their children's feelings. Inclu-
sion of this information was the result of discussions with two
teachers--one a fellow classmate and one a participant in the
phone survey. Both felt inclusion of the information had made
the transition easier for the parents and children in their
centers. This supports the writer's belief that helping both
parents and children adjust and cope with a new situation is a

very real responsibility of any child care facility.

Enrcollment, Attendance and Fees

The parents felt adegquately informed about the Attendance
and Fees policies at the Stone House. Seventy-five percent of
the respondents marked 3 or above for Attendance and 61% said
the same for Fees. This demonstrates that the material had
been presented adegquately by the Stone House and parents had
attended to it. Both of these topics were highly rated on
importance for being included in the PIH. Arrivals/departures

and insurance were not covered in the questionnaire. But
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‘arrivals/departures was one of the write in topics as shown in
both Tables 2 and 4 which indicates that this topic should be
included. Minnesota and Kansas licensing regulations require
that liability and accident insurance be carried on all children,
the staff and center vehicles. Parents should be notified of
this and it has been included in the PIH.

A major topic included in this section is the policy on
enrollment. This subject was not covered in the questionnaire
and was not one of the write in topics. But as an information
source for the parents it is important that the parents be in-
formed of and understand the enrollment procedure. This section
lists all of the requirements to be completed in order for their
child to attend the center. For example, it is in this section
that the parents are informed that unless their child has a
physical exam form and up-to-date immunization record at the
center within 30 days of enrollment he or she would be excluded
from the center. This is supported by Minnesota and Kansas
state licensing regulations. Stating the policy and con-
sequences of disregarding the policy in the handbook gives
the center support if exclusion would be necessary.

The previously listed topics: enrollment, attendance,
and payment of fees are all important to the smooth operation
of a child care facility. Personal experience has shown these
areas to be ones where misunderstandings can occur. It is best
to have the information clearly stated at the beginning of the
family's association with a child care facility.

While being supportive and meeting the needs of the

families, it must be remembered that centers have needs also.
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These needs may include volunteer parent time, discarded
materials from home and financial support provided by tuition,
To provide quality care, money for staff, materials, food,
insurance, maintenance and an assortment of other necessities
must be provided. There are only limited funds and grants
available on local, state and federal levels, therefore the
money provided by tuition is important. When parents
enroll their children in a center they are acknowledging their
responsibility to pay for the services provided by the center
and the obligations assumed by the center. The parental
responsibility is the obligation to pay for their children's
care fully and promptly. If fhere is a problem then the parents
and the center should reach a prior agreement which is
satisfactory to all.

The needs of the staff must also be recognized. When
enrclling their children, parents agree to certain conditions.
One of these is the center's hours of operation. The staff
puts in much additional time beyond the apparent hours when the
children are actually in attendance., This time is used for
preparation, evaluatibn and planning. Staff also have respon-
sibilities and obligations to their own families. Parents
must recognize this ana not infringe upon staff time beyond
announced center hours. An open statement of the center
policy for dropping off and picking up children at the appro-
priate times and the consequence of consistently violating
this policy would allow parents who have difficulties complying
an opportunity to reach a suitable solution. The center can

either provide additional care at a fair cost or refer the
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parents to another agency or caregiver for supplemental care.
In this sense the center is providing a valuable link to other

community resources.

Personal Needs

The major concern of parents and center alike is the
well-being and care of the children. In order for develop-
mental needs to be met, certain basic physical needs such as:
food, warmth, and rest must be met. It is vital for a child
to learn the importance of caring for his own body. This can
be learned by following examples set by parents and teachers,
and by following a daily routine of personél hygiene and care
which includes nutritious meals, resting and personal care.
There are basic principles which can be taught and reinforced
daily from infancy. |

The Stone House handbook sections dealing with health
and safety, illness, meals and snacks, and clothing each
received mean scores of better than 3.00 (adequate). This in-
dicates that parents felt adequately informed about these
topics. Parental ratings of the importance of these items
were among the highest which indicates that parents felt this
information should definitely be included in the PIH.

This section includes an explanation of the center's
health policy which is an area where misunderstanding can
easily occur. One parent wrote of the need for "realistic
guidelines for attendance" when a child is having an "off
day". A section such as this would provide those guidelines.

Not only would following these guidelines help prevent the



