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GUIDELINES FOR CLINCIAL PLACEMENT & RESEARCH
Welcome to the University of Delaware Early Learning Center (ELC).  The ELC is a full-day early care and education center that serves approximately 250 children ages six weeks to ten years and their families.  The ELC has earned national accreditation from the National Association for the Education of Young Children (NAEYC).  
The Early Learning Center is an integrated research, clinical, and service facility.  The Mission of the ELC is three-fold.  

· Support children and their families by providing a high quality, nationally accredited program of early care and education
· Support academic and research programs of the University as a site for observation, practicum and research students and faculty; 
· Participate in state and national initiatives to advance the field of early care and education.
Each year hundreds of UD undergraduate and graduate students complete clinical placements, internships, observations and research projects at the ELC. This packet provides important information to ensure that your time at the ELC supports the academic and research programs of the University while also supporting the children, families, and professionals at the Early Learning Center.

If you have any questions, please contact the ELC directly at ud-elc@udel.edu. 
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Overview of the ELC and Its Operations
· The ELC is an early care and education facility that provides UD faculty and students with the opportunity to observe, complete practicum experiences and conduct research in a high quality, full-day early education setting that serves children and families from very diverse backgrounds.  
·  The ELC is open all year from 7am to 6pm.  We are an inclusive program supporting children and families from the local community, including University staff and faculty.  

· Part of the ELC mission is to link disciplines and areas of knowledge, so we hope that you will take advantage of interacting with researchers, professionals and students from other departments in this trans-disciplinary model.  
· We are a state-licensed and nationally accredited site. Our guidelines reflect the requirements of the Delaware Office of Child Care Licensing, Department of Public Health, the National Association of the Education of Young Children (NAEYC) the Child and Adult Care Food Program (CACFP) and New Directions Early Head Start. 

· The ELC employs positive guidance as a method of behavior management, with a strong emphasis on preventative measures.  Adults promote children’s pro-social behavior by interacting in a respectful manner and by modeling behaviors such as; caring, turn-taking, listening, negotiating, comforting and by intentionally facilitating children’s efforts in these areas. 
Important Facility Information

Operating Hours
· ELC Newark: 489 Wyoming Road, Newark, DE 19716 
7:00am-6:00pm Monday-Friday
· In addition to holidays and seasonal breaks, the ELC closes periodically throughout the school year for professional development days.  Please consult a center calendar or ask a staff person for a list of those days.
· The ELC Administration works with UD’s Office of Public Safety to determine appropriate actions during inclement weather.  If a late opening or early closing is determined to be necessary, a notice will be posted on our website (www.elc.udel.edu) and the ELC phone line’s 302-831-6205. 
Security
· To protect access to our children, please enter and exit through the main lobby at the front of the building.
· For the safety of our children; staff, students, researchers and visitors are required to sign-in and sign-out at the front desk and wear a badge while in the building.
Observation Decks

· Please use the observation equipment carefully. Do not take beverages into the booths or sit on the counter. Please clean up when you leave by pushing chairs under the tables, leave the headphones neatly on the tables, and discard any trash.
· If equipment is not operating correctly, please contact the front desk.

Parking

· University of Delaware Parking Services has designated all parking lots near the ELC as gray lots.  You must have a gray east pass to park in any of these lots or you will be ticketed and/or towed by Parking Services.  This is true for staff and students and the ELC is unable to grant waivers or reimburse you for fines.
· Please do not park in the visitor spaces or the area designated as parent parking.  University of Delaware Parking Services will ticket your car if it is parked in these spaces, even if you have a gray pass.

· Please do not park, stop, or idle in the fire lane in front of the ELC. School buses and emergency vehicles need this lane for access.

· The ELC is conveniently located within one block of stops for the University shuttle buses, the Newark UniCity buses and the Dart bus system. Bus schedules are available on-line.

· There is a bike rack located in front of the ELC; you are welcome to lock your bike to the rack only.  
· Please contact Parking Services at X1184 or at www.udel.edu/transportation/parking to learn if other parking options are available.
Miscellaneous Building Items
· The ELC has periodic fire and safety drills.  During these drills all individuals in the building need to evacuate.  These drills are conducted monthly at various times of the day and are unannounced.  If you are in the building during one of these drills, please follow the direction of the staff nearest your location to the correct evacuation exit. 
· Please do not leave backpacks, briefcases or purses in hallways, on the floor, or within reach of children.  Many items in your bags could be poisonous to young children.
· If you will be working directly in a classroom, please hang your coats on the hooks in the hooks provided in the program hallway. 
· Please do not bring any beverages into classrooms or into the observation deck
Protocol for Clinical Placement & Research
Respect & Professionalism
· All interactions at the ELC should be professional and respectful. 
· In all areas of the building and on the grounds of the ELC, remember that you are a role model to children and families.  We ask that your dress, behavior, and interactions reflect professional behavior, respect, and kindness.  
· The ELC’s ethical conduct is guided by the ethical guidelines of the National Association for the Education of Young Children.  A copy is available online at www.naeyc.org or upon request to the ELC.

Cell Phones 

· All University of Delaware social media policies and guidelines apply, including but not limited to Policy 1-25 (http://www.udel.edu/ExecVP/policies/administrative/1-25.html) and those found on the UD social media website (http://www.udel.edu/socialmedia).

· Each ELC classroom is equipped with a telephone for safety, communications and access. The use of these phones when children are present is allowed if required to accomplish job duties or in cases of emergency.  

· The use of personal cell phones or Center phones for personal reasons is prohibited when supervising children. This includes in the classroom, on the playground and on the walking trail -- unless the call is directly work related (for example; to inform the Center or a parent concerning your location, that you are in need of assistance, or in the case of an emergency).  
· Information about or pictures of staff, UD students, children or families at the ELC is not an acceptable subject for discussion on social networking.  

Behavior

· The ELC is a shared environment with over 20 university departments and the hundreds of children and families that attend here.  If your behavior is deemed inappropriate in any way, you will not be permitted to continue at the ELC. 

· If you observe or overhear something that you feel the ELC staff should be aware of please notify someone on the administrative staff immediately.  

Dress Code

· Please present yourself in a professional manner as prescribed in the UD field placement dress code. 
· The overall objective and intent of our dress code is that adults working in the classroom should present a professional image.  There are many options for dress which reflect a professional image while also affording ease of movement such as: slacks, khakis, leggings/stretch pants if worn with long tunic top, modest shorts in season, dresses, skirts, skorts, blouses, polo shirts, sweaters, jackets, and blazers. Jeans are allowed if they are in good repair and are worn with a blouse, sweater, blazer, etc.  T-shirts are allowed but should be in good repair, loose fitting and any logo should be appropriate – such as UD or NDEHS. 
· Options which do not project a professional image include: leggings/stretch pants without a long tunic top, yoga pants, athletic wear such as sweat pants, jeans which are ripped, torn or distressed, short shorts, tank tops, and any item of clothing that exposes bare the midriff, backside or cleavage. 
· The ELC may have special event days such as Spirit Day, Casual Dress Day, and “Pajama Day” or field trips when staff may dress for the specific occasion but as a general rule please dress professionally while working at the ELC.  
Confidentiality

· All information about children, parents, and their families is confidential.  Please do not discuss children and their families with persons other than ELC staff or your site supervisor.  
· Unless authorized for your project, access to confidential information, including children’s files, full names of children, birth dates, home address, telephone numbers, family information, medical records, diagnoses, IFSPs/IEPs, , and other specific information will not be permitted.  Likewise, access to confidential information about the staff or operations of the ELC is not permitted unless specifically authorized for the project upon which you are working.

· It is important that you do not use the names and/or identifying information of children and families outside the ELC.  It is expected that you will not use the children’s names or other identifying information in your course discussions or in written materials

· No photos, videotapes, digital recordings, audio recordings or other methods of capturing children’s images or voices are permitted unless specific approval has been granted by the Director, regardless of IRB approval.  If permission is granted to take photos, you may not use personal cell phones or other electronic devices (i.e., iphones and iPads) to take the photos.  Please talk with the classroom staff about using their digital cameras and how to obtain the photos you need. 
· Please do not talk with other students, researchers or staff about children or their families in their presence.  Even infants and toddlers, with their limited expressive language skills, are able to understand many words and non-verbal interactions.  
Sharing Information

· Any information that is to be distributed to ELC families should be reviewed and approved by the classroom teacher and the Clinical Placement and Research Coordinator. 

· If a parent asks a question, please refer them to an ELC staff member.
Protecting the Health & Safety of the Children

· To protect the health of the children attending the ELC and to comply with the Office of Child Care Licensing Regulations, you are expected to wash your hands upon entering a classroom.  If you are entering multiple classrooms, you will need to wash your hands in each room.  

· If you are sick, please reschedule your visit with us for when you are well.  

· Due to allergies and medical conditions of children enrolled in the ELC, we are a nut-safe environment.  Please do not bring any product containing nuts into the center (this includes such things as candy bars and nut oils contained in some hand creams).  

· Many of the children at the ELC have food allergies.  Please do not share food with children.  If your group would like to have a celebration with the children, please see an ELC Administrator regarding the kinds of foods permitted.

· Please do not wear strong perfumes or colognes while at the ELC; many children have respiratory problems that can be affected by such products.

· The UD is a smoke free environments so no smoking is allowed anywhere on the ELC grounds, including the parking lot.

· As a general rule, refrain from picking up children.  
Interacting with STAFF at the ELC

· Please be respectful of all staff and remember that their first obligation is to the children and families being served by the ELC.
· If your project requires you to meet with teaching staff, please schedule a time that is mutually acceptable.

· The ELC Administrative staff is here to assist you so if you have a concern or question please talk to us.  If we are not immediately available, schedule an appointment.

· We will work to accommodate the needs of your project, but it will not be possible to make accommodations that interrupt the care of children.  Most importantly, children’s mealtimes and rest times can not be changed for research or clinical activities.  

· The ELC can not provide materials, copies or other resources because it is an operating center with a restricted budget.

· The holder of the clinical or research proposal is responsible for all activities related to that project. You need to go through that person in order to make requests or changes to your activities.  

· We will do our best to complete forms, assessments, and gather information for you, but we request that you give us a reasonable amount of time to complete these tasks.
· There may be days during the semester when access to the ELC is not available due to staff in-service days and University functions.
Important Reminders
· Every person (faculty member, researcher, graduate student, undergraduate RA, etc) working with children in the center is required to be fingerprinted and have a TB test on file at the ELC before they can begin their work.

· IRB approval is required for all research being conducted at the ELC. It is expected that researchers will keep their IRB up-to-date and will provide copies to the ELC Clinical Placement and Research Coordinator upon receipt of approval from the Research Office.  
· Human subjects training is required of all persons conducting or assisting with research at the ELC. 
· Friends and colleagues who do not have a clinical placement or research role in the ELC should not accompany you in your work here.  

· You may not bring your own children to the ELC unless they are currently enrolled.
Interacting with Children
· When entering a classroom for the first time, or when there is new or different staff in the classroom, please introduce yourself to the teaching staff and state why you are there.  Also, please respect that many young children have stranger anxiety and/or need you to respect their personal space.  

· A child’s participation in research is always voluntary.  Ask the child if he/she wants to participate.  If the child’s response is “no” please accept that answer respectfully.  If a child agrees to participate, , you MUST sign them in and out on the YELLOW sign-out sheet in that classroom’s clipboard titled “Classroom Release Form for Therapists, Specialists and Researchers.”  The teacher must also sign the child out on their own tracking sheet.  Please be sure to communicate which child(ren) will be working with you when you sign them out, where you will be and when you will return. 
· If you will be working with infants or toddlers, whenever possible we will try to schedule an extra ELC staff person or substitute with whom the child is familiar to go with them.  

· If a child has to go to the restroom while they are working with you, please return them to their classroom to use the restroom and wash their hands.  You do not have to sign the child in/out to use the restroom, but you should let the teacher know that you are back only temporarily so that they can assist the child in the restroom if necessary.  If you return to an empty classroom, please check the next classroom to see if a teacher in that room can assist the child instead or find an administrator. 

Please sign and return the last page of this to the front desk at the ELC on the first day of your course/project.  This must be on file in order for your Clinical Placement/Research experience to begin at the ELC. 
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Please sign and return this agreement to the ELC 

Course Name & Number: 
________________________________________________
               -or-
Title of Research Project: 
________________________________________________
UD Faculty Member: 
________________________________________________

I, ______________________________, have received and read the University of Delaware’s Early Learning Center Guidelines for Clinical Placement & Research Activities at the ELC, and understand my responsibilities.

Signature:
 ________________________________________________
Date:

 ________________________________________________
Email:

 ________________________________________________
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