
Welcome  
to the Grace Learning Center(GLC), a non-profit community service located within Grace United 
Methodist Church. GLC is part of the church’s Children’s Ministry and a service to children and their 
families in the surrounding communities.  This handbook for parents explains the philosophy, 
purpose, policies, and practices of the Grace Learning Center.  We encourage parents to observe, 
make suggestions and discuss policies with us. 

 
Grace Learning Center is located within Grace United Methodist Church at 1075 Hogan Lane, 

Conway 72034. 

Office Phone # 501.504.6766  

 

Mission Statement 
Grace Learning Center offers a loving, structured atmosphere. GLC shall minister to all children so that 
they can experience the love of God exemplified by the school staff in a warm and secure Christian 
atmosphere. 

 

Philosophy 
GLC is designed to minister to children through quality early-childhood education while nurturing 
Christian values and equipping children with skills for social, emotional, intellectual, physical, and 
spiritual development. 
 

We will provide for children’s physical development by: 

Protecting their health and safety. 

Planning for rest and relaxation. 

Allowing freedom to move about and develop muscle coordination. 

Providing nutritious meals and snacks. 

Maintaining an excellent adult/child ratio. 

 

We will provide for children’s social development by: 

Helping children learn to get along with other children and with adults. 

Offering equipment and materials that encourage children to play together and participate in 
daily enrichment activities. 

Helping children develop techniques that make them acceptable group members. 

 

We will provide for children’s emotional development by: 

Showing children that they are needed and wanted. 

Encouraging children to become independent. 

Accepting children and their feelings. 



Showing children how to become independent. 

Encouraging self-expression. 

Providing directed creative play activities as well as free, but supervised play. 

Providing an environment to develop a positive self-image. 

 

We will provide for Children’s faith development by: 

Notifying families of special opportunities for spiritual growth. 

Providing weekly chapel time with Grace United Methodist Church pastors. 

Teaching children a spirit of thankfulness through prayer at meal times and other occasions. 

 

We will provide for children’s intellectual development by: 

Supporting children as they acquire new skills. 

Creating basic readiness for school experiences.  

Offering field trip opportunities to encourage hands on learning. 

Teaching children age appropriate concepts and skills.  

 

Policies and Practices 
 

GLC Board 

The GLC Board is comprised of members elected by Grace United Methodist Church. 

 

Children 

GLC accepts all children for enrollment regardless of race, nationality, or creed, from infant through 
pre-kindergarten. All children enrolled in the program attend on a regular basis full or part-time (Kids 
Day Out Program). Children shall be assigned to classes according to age, but may be transferred to 
another group according to their needs. 

 

Director 

The GLC Director is hired and supervised by Grace United Methodist Church in keeping with the 
church’s personnel policies. The director is responsible for the overall management  of the program 
and works closely with parents, teachers, church staff, and the board to ensure that GLC meets the 
needs of the children and families it serves.  The Director also coordinates with the appropriate 
agencies in meeting licensing requirements and is responsible for in-service training and on-the-job 
staff development. 

 

 

 



Staff/Child Ratio 

At GLC, we will strive to offer ratios lower than the Arkansas DHS minimum requirements: 

Infant I & Infant II       1 adult to 5 infants 

Toddler I 1 adult to 5 toddlers 

Toddler II 1 adult to 8 children 

Pre-K I 1 adult to 12 children 

Pre-K II 1 adult to 15 children 

On field trips the ratio for Pre-K classes is 1:5. 

Conferences 

Conferences will be held once a semester.  If for any reason a parent desires a special conference, 
please call the office at 501.504.6676 

 

Schedule of Operation 

GLC’s year is January through December. Class hours are from 7:00 a.m. - 5:30 p.m.  Doors will  be 
opened at 7:00 a.m. Office hours are 9:00-5:30.  

 

Drop-off & Pick-up Procedures 

Upon arrival each day, please take your child directly to his or her classroom. After leaving your child, 
please sign him or her in at the registration center using the iPad and your assigned pin number. If 
drop-off time is after 8:30, please leave child with director or assistant director and they will walk your 
child to classroom, so learning time is not disrupted. 

A child who is left at the center after 5:30 p.m. is considered late. A warning will be issued  the first 
time a child is picked up late.  On the second and subsequent times a child is picked up late, a $1.00 
per minute late fee will be charged.  The parent will sign a form stating time of pick-up and amount 
due.  Payment of late fees are due immediately. Parents should notify center as soon as they realize 
they will be late. 

Written notice is required if a child is to be picked up by an unauthorized person or if a child is to go 
home with another child.  The person must show picture ID for verification. 

Weather Related Closing 

GLC will be closed due to inclement weather on the same days as the Conway School District.  When 
CSD announces an early closing due to inclement weather, parents are requested to immediately 
pick-up their children. There is no credit or tuition changes for weather related closings. 

 

Enrollment Fee 

A non-refundable enrollment fee is due upon registration and insures your child a place in the 
program. (See Fees on page 19) 

 

Payment of Tuition 

Monthly tuition will be drafted from your bank account in two installments: ½ on the 1st of the 



month, and ½ on the 15th of the month. All children enrolled must participate in the auto draft 
program. If a draft is returned, there will be a $35.00 NSF charge added to your account. If tuition 
remains unpaid because of a returned draft, the child will not be allowed to return to GLC until the 
balance is paid in full.  

 

There will be no credit or tuition changes for days your child is absent. 

 

Holiday Closing 

GLC will be closed for the following holidays: New Year’s Day, President’s Day, Memorial Day, 4th of 
July, Staff Training Day in August, Labor Day, Thursday and Friday for Thanksgiving, 2 days at 
Christmas. There is no credit or tuition change for holiday closings. 

 

Withdrawing a Child 

Two weeks written notice is required prior to withdrawing a child from the program except in the case 
of serious illness or accident.  Failure to give the required notice results in a charge of 2 weeks of 
child’s tuition. 

 

GLC reserves the right to dismiss a child for reasons of non-cooperation, late payment of fees, or 
inability of the child or parent to adjust to the GLC program, as determined by the Board. 

 

Tobacco and Alcohol Free Campus 

Grace UMC is a tobacco and alcohol free campus. Contact the Director to learn more about this policy. 

 

Immunizations 

GLC is required by Child Care Services to have an updated copy of your child’s immunization record on 
file. GLC participants in the Immunization Network, a signed release must be turned in at the time of 
enrollment.  Please inform the director when your child receives immunization updates. 

 

Sick Children 

Children with fever, constant coughs, heavy nasal discharge, vomiting, diarrhea, or unknown rashes 
cannot come to school.  A child must be free of all signs of communicable illness for at least 24 hours 
before he or she will be allowed to return to GLC.   Please notify the director if your child has a 
communicable illness so other parents may be informed. 

 

Illness at School 

Should a child become ill at GLC, a parent will be called to pick-up the child.  Should the parent be out 
of reach, emergency persons listed for the child will be contacted.  Children must be picked up within 
30 minutes after being notified. 

 

 

 



Medication 

Prescription medications will be given with your written permission on a form provided by the 
Director. The form will be completed and medication administered by the director or child’s teacher. 
Please inform your child’s teacher about the medication. All medication must be given to the teacher 
and locked up.  No medication of any kind may be left in the child’s bag. 
 

Emergency Medical Care 

Should the Director determine that a child requires emergency medical care, the child’s parent will be 
called for instructions, then the doctor will be called.  The Director or designee will provide 
transportation to the specified medical facility.  The child’s medical records maintained at GLC which 
include a parent’s signature will accompany the child.  Parents will receive a copy of an accident 
report if his/her child is injured at school. 

 

       Daily and Special Activities 
 

Curriculum 

Curiosity Corner-2 is a comprehensive program for three- and four-year- old preschoolers designed to 
provide a strong foundation in language and literacy, mathematics, science, listening and social skills, 
creative expression, and positive self-esteem through a holistic, thematic approach to instruction. 
Curiosity Corner is brought to you by the Success for All Foundation in partnership with Sesame 
Workshop, the non-profit educational organization behind Sesame Street. These programs were 
originally developed at Johns Hopkins University. 

First Day at Center 

Before your child begins attending GLC, set up an exact enrollment date. Children often cry the first 
few times they are left, so try a brief goodbye. Delaying departure is hard on the child and the parent, 
as both become more upset and reinforce each other’s fear feelings. If your child is upset when you 
leave the center, feel free to call the center back after some time to check on your child’s progress. 
We will call you if your child does not settle down. Most children quiet down quickly, they are 
reassured by the teacher and become interested in the toys and other children. 
 

On the first day, you should bring the following items: 
Registration papers, Completed and signed.  
A complete change of weather appropriate clothing. 
Wipes and Diapers or extra underwear 
Blanket 
Crib-sized bedsheet (for crib, cot, or mat) 
Infant II, Todder I & II, and Pre-K I: A cup with a lid 

 

Do Not Wear/Bring 
Clothing or shoes that are difficult to put on/take off (Velcro shoes are encouraged) 

Unlabeled clothing, backpacks or belongings. 

 



Meals 

At GLC, we serve breakfast, lunch, and snack daily. We strive to provide our children and staff with 
fresh healthy ingredients, with as few processed foods as possible. We use fresh fruits and vegetables 
regularly, whole ingredients, and healthy cooking methods to ensure that your child receives the best 
possible meals. Our meals are served family-style, and we ask that our teachers eat the same foods as 
the children for meals and snacks. GLC is a nut free facility.  

 

Allergies 

GLC understands that many children have special dietary requirements due to food allergies. Please 
provide a list of items to which your child is allergic. If your child has special dietary need, we request 
that you approve the meal and snack items. 

 

Rest Time 

A daily rest period is provided for all children following the lunch period.  Infants are provided her/his 
own crib or cot, and toddlers and preschool age children will lie down on cots or mats.  Parents are 
responsible for providing the top and bottom covers. GLC will launder the covers; however, if you 
would like to take them home and launder them, you are free to do so. 

 

Outdoor Play 

As required by DHS, all children spend time outdoors each day, weather permitting.  If a child cannot 
go outside during recess due to illness, please keep the child home from school. 

 

Daily Enrichment Activities 

During the school year, children participate in planned enrichment activities appropriate for their age 
and level of development. These include Interactive & Creative Story Time (incorporating Spanish and 
sign language), Music, Cooking, Art, and Movement instruction as well as theme weeks and programs. 
 

Field Trips 
Appropriate field trips for the Pre-K classes will be planned.  Parents will be notified before the dates 
and time of the trip. Prior to any field trips, a field trip form will be sent home for parent’s signature. 
Parents are requested to attend at least one field trip a year to help with supervision. The ratio for 
field trips is 1:5. 
 

Birthday Celebrations 
We love celebrating birthdays and sharing a special time of fun and song. If treats are sent, please 
check with your child's teacher to assure enough is brought for the entire class and allergies are not 
affected. 
 

Chapel Time 
Grace Church’s Pastors will lead the children in chapel time each Wednesday at 10. This will include 
music, prayer time, and a devotional that is age appropriate and tied in with the curriculum. 
 
 
 



Community Outreach 
GLC believes it is important for children to learn about helping others and to practice what they are 
learning. Learning to help others takes place daily as children interact among themselves as well as 
with staff. Throughout the year children and their families also have the opportunity to participate in 
projects that support the wider community. Community support is encouraged by: collecting canned 
goods during the Thanksgiving season for the food pantry, Trike-a-thon for St. Jude’s, and the Mini 
March for Cystic Fibrosis. Throughout the year additional assistance is provided for the community 
and beyond as needs come to the attention of GLC. 
 

Special Programs 

During the year, GLC staff and children will prepare special activities and programs to present to 
parents, family, and friends. These may include a holiday program (Thanksgiving/Christmas), an art 
show, a graduation, etc. We ask that you please try to attend and bring your child to these special 
events. The children and teachers work very hard to prepare and enjoy sharing them. 

 

Clothing 

Children should be dressed in clothing that is comfortable, easy to manage by children and adults, and 
that can withstand outside play and messy activities. Outer clothing should be marked with the child’s 
name.  

 

Supplies 

An annual supply fee of $50.00 will be billed each year with your September 1 tuition draft. This fee 
covers all consumable supplies such as crayons, glue, paint, hand sanitizer, kleenex, etc.  

 

Toilet Training 

If your child is in the process of toilet training, please notify the teacher. Some things that are 
important to share with the teacher: words he or she uses, how often he or she goes to the 
bathroom, cues to look for when she or he needs to potty, and if he or she uses a potty-chair.  It is our 
policy to see that children go to the bathroom at regular intervals, that all go to the bathroom before 
going outdoors, and that the children are not scolded or shamed should they wet or soil their pants. 
Send extra clothes including a pair of underwear in a Ziploc bag with their name marked on it.  

 

Parent Involvement 

We are dedicated to giving the children a quality day.  We promote parental involvement and 
encourage parents to come and observe their children and their teachers at any time. We also 
encourage parents to attend field trips.  

 

Safety and Security 

Your child's safety is a top priority at Grace UMC and GLC.  We work closely with the church staff to 
ensure all persons in the facilities during GLC hours have permission to be here, and entry will only be 
granted through key FOB access or video/buzzer access.  Our facilities meet or exceed fire codes, and 
we also have video surveillance throughout our children's areas.  We have carefully planned 



emergency response plans that ensure every children is accounted at all times.  

All of our staff and volunteers undergo background checks and our staff is also trained in first aid and 

CPR. 

Safety-Emergency Preparedness Plan 

GLC has a detailed plan for emergencies. If you would like to see a copy, feel free to request a copy 

form the GLC Director. 

In the event of an emergency, children will be relocated to Fellowship Bible Church located at 1051 

Hogan Lane. 

Child Safety Recalls 

A copy of all recalls pertaining to children’s items is in a binder on the Welcome Center. The binder 

will be updated weekly.  

 

Behavior Policy 

GLC is committed to an approach of directing children toward positive acceptable behavior in a               
well-planned, interesting learning environment. Acceptable or desired behavior will be reinforced           
with praise. Inappropriate behavior will be ignored when possible and the child will be redirected to                
another activity. 

 

Teachers will provide reasonable rules with logical consequences for breaking those rules. Discipline             
shall be consistent and appropriate to the child’s level of understanding. 

 

Should repeated unacceptable behavior occur, the child will spend an appropriate period away from              
the group. The period away from the group shall be one minute per age of the child, not to exceed                    
five minutes. The area away from the group shall be specified by the teacher, but not in an area                   
associated with eating, sleeping, or restroom facilities. If a child shows destructive or harmful              
behavior on a regular basis, a call or conference will be held with the child’s parents, teacher, and the                   
director.  Redirection will be used with children under two years of age. 

 

Corporal punishment will not be administered at our Center. However, if undesirable behavior             
continues after all previous steps have been carried out, dismissal of the child may occur. 

 

 

 

 



Enrollment Fees and Tuition 
 

Infant I $590.00 monthly 

Infant II $590.00 monthly 

Toddler I $590.00 monthly 

Toddler II $540.00 monthly 

Pre-K I $540.00 monthly 

Pre-K II $540.00 monthly 

 

If a sibling enrolls in the program, there will be a 10% discount applied to the older child’s account. 

 

**For your convenience, Grace Learning Center will draft the monthly fee BI-MONTHLY. 

 

Enrollment Fee: $60.00 per child (includes 1 Security fob) 

Yearly Supply Fee: $50.00 per child (drafted on September 1) 

Additional FOB: $10.00 Each  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Grace United Methodist Church 
Worship Times and Activities 

 

Worship With Us 

9:00 AM Traditional Service 

10:00 AM Sunday School for All Ages 

11:00 AM Contemporary Service 

 

Sunday Nights 

4:30 PM Club 56 (5th & 6th grades) 

4:30 PM 7th & 8th grades 

6:00 PM 9th-12th grades 

7:30 PM College & Career 

 

Tuesday Nights 

6:30 PM Ballin’ 4 Jesus! (Men’s Basketball) 

 

Wednesday Nights 

5:30 PM G-Meal (Free Meal! Menu varies each week, served until 
6:30) 

6:15 PM Adult, Youth and Children Studies 

 

Thursday Nights 

7:00 PM Haven ( a more reflective time of worship, prayer, and discussion) 
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