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BOYS & GIRLS CLUB

Anti-Bias, Non-Discrimination Policy

WE DO NOT EXCLUDE ANYONE...
During hiring of staff or enroliment of children

During activities we promote

On the grounds of race or country of origin
On the grounds of their personal creed
Because of the color of their skin

Because of gender or disability

Because of their religious practices

O 0 0 0 0 0 0 0

Because of their sexual orientation

If you feel a member of our staff has been discriminatory towards you,
contact the Director or DEL Child Care Licensing at 206-721-6741

KING COUNTY BOYS & GIRLS CLUBS

Boys & Girls Club is a non-sectarian, non-profit organization that provides a comfortable space,
professional staff, fun environment and programs to assist youth in developing self-esteem, values and
skills. “To inspire and enable all young people, especially those who need us most, to realize their full
potential as productive, responsible, and caring citizensa

BALLARD BOYS & GIRLS CLUB'S CHI LD CARE PROGRAMS

It is the goal of Ballard Boys & Girls Club to provide school age programs that instill a sense of
confidence, usefulness and influence in the youth we serve. We encourage youth to develop positive
habits, attitudes, behaviors and choices with activities that teach self-esteem, values, self-discipline and
respect for others. “Our program strives to accommodate the needs of today’s diverse families and
offers a trained staff, safe environment and planned activities at our sites”. Parents are free to drop in to
visit the child care programs at any time.



PROGRAMS AVAILABLE AT COE CHILD CARE

BEFORE SCHOOL CARE

Available from 7:00 AM to the school’s first bell, we allow time for children to finish their homework and
provide a place to catch up with friends. Outdoor activities are available and breakfast can be
purchased through Coe School.

COE PRE-K

Our Pre-Kindergarten program is a full school-day class for children four and five years old who will be
entering Kindergarten the following year. We offer a small class size to help build success in social
skills and learning habits. Early assessment of each student allows for individual instruction as children
make the bridge from pre-school to kindergarten. Art projects, music time and easy-paced field trips
round out the program. Our PreK program follows the school year calendar and is closed during school
breaks. Registration for PreK fall enrollment opens each January.

PM CLUB TIME

After a healthy snack, children are free to enjoy time with friends, fun projects and other low key
activities. Homework “Power Hour” is set aside Monday through Wednesday so kids can work on
school assignments and free up their evenings. Watch for “Thursday Workshop” where children learn
to make new things or gain new skills. Care is available until 6:00 PM.

EARLY DISMISSAL AND FULL DAYS

Families who are registered for after school care are guaranteed space during all early dismissals.
There is a separate sign up, in advance, for school breaks when we offer a full day of activities.

SUMMER CAMP

Coe Child Care has a great summer program for children and youth ages 5 through 12. Imagine a
summer spent with friends and doing new things every week of camp. We offer activities such as
swimming, hiking, cooking and crafts. Camp focuses on those core activities and includes a weekly
theme ranging from nature to exploring sports. Staff is experienced in providing appropriate programs
for each age group. Registration opens in April. Families sign up for just the weeks they need or the
whole summer. Further information regarding summer camp, see policy #39.

SPORTS PROGRAMS

Children who are registered with Coe Child Care are also members of the Ballard Boys & Girls Club.
Through the Ballard Club, sports programs are available and offer flag football, basketball and baseball
or T-ball. Take advantage of fun, positive team sports throughout the year by calling the Ballard Club at
206-783-5775. Or, visit them online at www.ballard-bgc.org



1.0

Program Policies

ENROLLMENT

To enroll your child, complete and return to us prior to your child’s first day:

2.0

3.0
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Registration (a two-page document — all information must be complete)
Certificate of Immunization (or update your information already on file)
Payment Contract (the individual signing is responsible for fees.)

Club membership fee and one half of first month’s tuition (non-refundable)

Please note:
School year, school holiday care and Summer Camp require separate registrations.
Currently enrolled families: registration opens the first week in April for the summer and
upcoming school year. New families enrolling for summer or fall: registration opens the
second week in April.
School holidays we are open include Thanksgiving week, winter, mid-winter and spring
break, and a full day semester break. For days we are closed, see policy #23.0. You will
need to register separately, three weeks in advance, for each holiday you need care.
All registrations are on a first-come, first-served basis and a waitlist is created when we have
reached capacity. Once registered, a two week written notice is needed to withdraw and
cancel additional payments.

MEMBERSHIP FEE
The Boys & Girls Club yearly membership fee is $20 and valid from Sept. 1 to Aug. 31.
Individual child care sites may also assess a yearly supply fee.

BILLING PROCEDURES
All fees are charged in advance on a monthly basis. During the school year, an invoice,
totaling all charges and credits, will be placed in the "Parent File" by the first of each month.
We produce only one invoice per child. There is a small fee charged to create separate

percentage-based invoices.

Tuition is due before the 7th. We accept checks, cash or credit cards. Please make checks
to: Boys & Girls Clubs.

During the summer, tuition balance is due on the first day of attendance each week.



4.0 OVERDUE ACCOUNTS

1. If your account becomes overdue, you will receive notice and assessed a $20 late fee after
the 7™ of the month.

2. Collection actions will be taken if payment is not received within 60 days.

5.0 NON-SUFFIECENT FUND CHECKS

$55 fee is assessed for each check returned ($30 the bank charges us and $25 processing fee).

6.0 PRO-RATE OF MONTHLY FEES
1. A pro-rate is when your normal contracted fee is reduced during a mutually agreed absence.

2. Fees will be pro-rated only after we receive a written notice two weeks before your child's
absence or removal from the program.

3. During the school year, a one-week pro-rate is our limit. Otherwise, we do not reduce tuition
if your child is absent due to vacations, illness or suspension from our program.

4. School year tuition is automatically reduced during June when school ends.

7.0 SUBSIDIES
We accept City or State (DSHS) funding as part of your child care payments. Check with the

director to see if you qualify for either of these. City or state subsidies must be awarded and copies
filed with us prior to your child’s first day.

8.0 SCHOLARSHIP FUND AND DONATIONS
We have a limited scholarship fund to assist currently enrolled families who may need a reduction in

tuition or field trip fees. Donations to our scholarship fund are always appreciated and are tax
deductible. See the director if your workplace has matching funds or contributes to United Way.

9.0 TAX INFORMATION AND RECEIPTS
A receipt for tuition is available 24 hours after we receive your payment. Hold on to your receipts;

these are your tax record and include our tax ID number for you to use if you have a child care tax
deduction. An end-of-year tax statement may be requested for an additional $20.

TAX ID NUMBER: 91-05-32600



10.0 OPEN DOOR POLICY

You’re welcome to visit us any time and participate in center activities. Teachers are available to
discuss activities or talk about your child’'s day. We ask, though, that you make an appointment
ahead of time to discuss issues that take staff away from the children. If your child is new to our
program, feel free to bring them by to visit before their first day to meet their teachers and new
friends.

11.0 COMMUNICATION

The front counter by the office is the first place to look for notices about activities, schedules or full
day sign up. You will also find the Parent Notebook to write down schedule changes or the “Quick
Check” clipboard to note absences. Information and paperwork such as receipts we place in your
Parent File which is located next to the front counter. Our website is where you will find more
information about all our programs. Feel free to send us an email if you have questions or
messages for staff.

12.0 SIGN-IN AND SIGN-OUT PROCEDURES
State law requires children be signed in and out of licensed child care programs wAc 388-151-460

Do not drop your child off at the entrance of the school for morning care; we are not responsible for
them until you have documented their arrival. Children may not sign themselves in.

1. In some circumstances, children in the 5" grade may be released on their own in the afternoons
with parent written permission. This is at the discretion of the Director and only on a case by
case basis.

2. Because our priority is safety, full documentation regarding release is important. For a change
in regular pick-up routine, parents will need to write a note in the parent message book located
on the front counter or telephone us with the information. Changes must include:

Today’s date

Child’s name

Description of the schedule change (date of occurrence, etc.)

The name, address and phone number of the person who will be picking your child up
Your printed name and signature

PO TR

3. When picking up a child from care, the person authorized may be required to show photo
identification to one of the staff before taking custody of the child.

DURING SIGNINORSIGN OUT ...
WATCH FOR ILLEGAL PARKING IN THE SCHOOL BUS ZONE!
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13.0 CHECK-IN AT THE END OF SCHOOL OR CLUB

This policy is regarding a child’s attendance after school or after a club or class:

1. We need to be informed of all after-school absences. To tell us of an absence, you can call or
email the day of the absence or use the “Quick Check” clipboard and write your child’s name
under the date they will be absent.

2. According to state child care licensing laws, a child is considered in our care when they have
checked-in after school or after a club or class such as chess or Robotics. For morning clubs or
classes, parents are required to sign a release authorizing us to sign out your child from care for
a morning club or class.

3. We are responsible for your child as soon as they check-in with our staff after school or after
their club or class. Students not checked-in within fifteen minutes after school or after a club will
be counted absent for the afternoon. While it is not required, we may contact you if we have
guestions about an absence.

4. When registering your child for a club, confirm with the after school club leaders to be sure they
help your child transition to us at the end of the after school club or class.

5. For the safety of your child, we recommend they always check-in with us at the end of school or
after their club or class and not wait outside the building for you to pick them up. Meeting your
child at Coe Child Care insures we will care for them until you arrive to sign them out.

14.0 LATE PICK-UP POLICY AND FEE

1. Our child care programs end promptly at 6:00 PM by our lobby clock. A late fee is charged after
6:00 PM and you will be billed for this charge.

2. The first 5-minute time block: 6:00 — 6:05 = $5.00

3. Each 5-minute time block = $10.00 additional per 5-minutes up to $55.00 per day

4. Staff will begin calling at 6:05 in an attempt to reach adults on file. When staff exhausts all

possibility to contact adults on file by 7:00 PM, children will be placed in the custody of Child
Protective Services; (206-721-4115), 2809 26th Avenue South, Seattle.



15.0 RUN AWAY POLICY

A rare though serious incident is when a child chooses to leave the center or their field trip group.
This is very different from a lost child situation; children who run away force others into unsafe
situations. Staff is instructed NOT to leave the rest of the group by following children who leave on
their own.

1. After repeated attempts to call the child back to the group, the adult on file will be notified of
the child’s last location. Staff will remain in the same location unless it is unsafe to do so.

2. Staff will notify police of a runaway child and give their description and whereabouts.

3. In running away, a child has placed the staff and other children at risk. This is grounds for
expulsion.

16.0 DISCIPLINE POLICY

1. Although we focus on the positive, there are times when a child has difficulties. If this happens,
children are gently taken step by step through the following questions:
What is the problem? What are some solutions? For each solution we ask: Is it safe? How might
people feel? Is it fair? Will it work? Children are allowed to choose a solution and use it. We
then sit down with them and ask: Is your solution working? If not, what can you do now?

2. A serious discipline problem can lead to suspension or expulsion if a child is engaging in
behavior which includes (but is not limited to) the following:

Causing purposeful, physical or emotional harm to themselves or others
Destroying, damaging or defacing property.

Disrupting the program so normal operation is not possible

Failure to respond to regular problem solving techniques

Repeatedly disregarding requests to comply with health or safety rules

Po0TY

17.0 REMOVAL FROM THE PROGRAM

We reserve the right to suspend a child for disciplinary reasons. Other causes for suspension or
removal from the program are failure by parents or children to comply with site policies, chronic late
pickup, non-payment of tuition, failure to complete requirements for enrollment or other standards of
policy indicated in this handbook. In such cases, tuition will not be refunded.



18.0 GRIEVANCE PROCEDURE

1. Adults are encouraged to bring their concerns to the attention of the director by asking to meet
in the child care office and, in the privacy of the office, address their concern. The following
more formal step-by-step procedure can also be used:

a. Address a letter to the director describing the situation you would like to discuss.
b. The director will either return a written reply or schedule to meet with you.
c. All decisions regarding the resolution of a grievance remain in our discretion.

2. Because our goal is to provide a quality, safe place for youth, this procedure does not include
the option of airing grievances while children are present. Any situation deemed a threat to the
safety and well being of children in our care or a disruption to the operation of our programs will
not be tolerated.

19.0 PARENT CODE OF CONDUCT

We work to provide a positive environment where a child can grow, learn and develop. For this
reason, we ask parents and other family members to behave in a manner which shows courtesy,
decency, and respect. Individuals entering the center and grounds are required to behave in a
manner which fosters this ideal environment. Individuals who violate this Code of Conduct will not
be permitted in the facility thereafter.

1. No person is permitted to curse or use other inappropriate language on the grounds at any
time, whether in the presence of a child or not. At no time shall inappropriate language be
directed towards, or during conversations with staff.

2. All threats to persons or property will be taken seriously and reported to the appropriate
authorities. Adults are asked to take control of, and responsibility for, their behavior at all
times. Threats of any kind will not be tolerated.

3. Parents and other family members are prohibited from addressing, for the purpose of
correction or discipline, a child that is not their own. If an adult should witness a child
behaving in an inappropriate manner, or is concerned about behavior reported to them by
their own child, it is appropriate for them to direct their concern to a teacher or the director.

4. 1t is wholly inappropriate for one parent or family member to seek out, telephone or email
another parent to discuss their child’s alleged misbehavior. All behavior concerns should be
brought to the teacher or director’s attention. At that point, the teacher or director will
address the issue with the other parent. Keep in mind; because families are protected by
our confidentiality policy, staff is strictly prohibited from discussing anything about a child
with an individual who is not their parent.

20.0 CHILD ABUSE AND NEGLECT

Washington State Law (WAC 388-151-480) requires a child care provider having reason to suspect
the occurrence of physical, sexual, or emotional child abuse, child neglect or child exploitation to
report their suspicions to Child Protective Services. The identity of the reporting individual is kept
confidential and referrals may be made to CPS without conferring with parents. Additionally, we will
not release a child to a parent/guardian or others who appear intoxicated.

10
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21.0 FAMILIES IN TRANSITION

Families in transition through personal loss, separation of spouse or partner or other difficult
changes need to know that our support will be there. Changes outside of school do have an impact
on a child’s ability to learn and effects their relationships while in our care. Let us know about the
concerns in your child’s life. Our policy is to maintain a positive child care experience for your child
and continue to be a safe place during family difficulties.

22.0 CONFIDENTIALITY

1. Families enrolled in our programs have a right to privacy and protection of their information.
Only staff has access to information provided by the parent and we do not share information
regarding a child’s placement, education records, attendance, home life or development.

2. We will not discuss behavior issues related to a student with others without the permission of
their parent/guardian. School and child care staff are, however, on a “need to know” basis
regarding children in our care.

3. Exceptions to this are the release of information to appropriate child regulatory authorities, your
pre-authorized opting into a family directory or photo consent. A “Consent to Release” form
must be on file prior to sharing of education progress and records with appropriate school staff.

23.0 DAYS WE ARE CLOSED
Our programs are closed on the following days during the year:

New Year's Eve and New Year’s Day

Martin Luther King Jr. Birthday

President’s Day

Memorial Day

Fourth of July

Labor Day

Veteran’s Day

Thanksgiving Day and the Friday following

. Christmas Eve and Christmas Day

10. The last day of school to the first day of summer camp
11. The last day of summer camp to the first day of school

CoNoUR~®WNE

We close one Friday in October and again in March each school year for professional development.

11



\

O
W

24.0 SNOW CLOSURES
1. If schools close due to snow:

Call ahead or check our website (coeclub.org), we may be closed too!
We will open the center only if staff is able to arrive safely.

We close early, at 5:00 PM, so staff is able to leave safely.

It is not necessary to report an absence during snow conditions.

aoow

2. If schools operate on delayed schedules:

a. Call ahead, we will only open before school when staff is able to arrive safely.
b. Pre-K will begin at the same delayed time the school operates.

3. If schools close early due to adverse weather conditions:
a. We are able to accommodate only children enrolled in PM care.

b. We will close two hours after school closing time (if schools close at
12:00 pm due to weather conditions we will close by 2:00 pm.

25.0 EMERGENCY RESPONSE PLAN

We are committed to providing your child with the best care possible at all times. While the staff is
skilled at caring for children under normal situations; we hold yearly drills on how to care for children
after a disaster and review emergency scenarios in order to be able to handle a wide variety of
crisis. Please keep the following in mind:

1. In the event of a natural disaster, such as an earthquake, we have supplies and emergency
preparedness plans to accommodate staff and children while they are on site. Staff each holds
jobs within an Incident Command Matrix such as search and rescue, supply chief, first aid, and
child care. Detailed lists and protocol assist in tracking children and staff during an emergency.
If the school becomes uninhabitable, and we are instructed to move to a safer place, we will
post our location and means of transportation.

12



2. After a disaster, we will continue to care for your child until you or an emergency contact listed
by you on the enroliment form is able to pick them up. We understand this may take some time
and are prepared to care for children for many hours after a disaster. Prior to a disaster, it is
important that we have a supply of your child’s medication on site in case they will be without for
up to three days. See a staff member who can help you set this up.

3. Phone lines can handle only a small portion of calls at any one time. You may not be able to
reach us by phone after a disaster. Unless you need to report a life-threatening injury to
authorities, it is best to stay off the phone. Calling us takes us away from caring for children
during emergencies.

4. Check in with staff first before removing your child from our care. It will be very important we
keep accurate, written records when releasing children. Taking your child without notifying staff
will put that child on the missing list. This will cause needless delays for searchers who need to
be looking for children truly in crisis.

5. We will not release your child to just anyone. At the time of enroliment you will have given us the
name of an emergency contact you trust to care for your child in your absence. Please keep us
informed of any changes to emergency contacts.

6. There is a risk that school-age children may leave the safety of care in order to seek out their
adults after a disaster. If your home is within walking distance, they may be tempted to leave
and look for you. A child wandering through a home with structural damage would be extremely
dangerous. Teach your child to stay put; assure them you will do everything possible to reach
them and instruct your child to stay under our care until you or your emergency contact can
arrive safely.

7. Preparing for disaster does make a difference. We continue to work closely with Seattle Public
Schools and King County Public Health to keep our disaster plans current. More information on
creating your own family’s emergency plan can be found at www.3Days3Ways.org;
www.redcross.org, or www.fema.gov

26.0 ILLNESS — EXCLUDING CHILDREN FROM THE PROGRAM

The Department of Health requires us to exclude children with symptoms of communicable
diseases. If it is evident your child shows any of these symptoms while in our care you will be
contacted to pick them up immediately.

Diarrhea (three or more times in a 24 hour period)

Vomiting (twice or more in a 24 hour period)

Body rash (not from diapering, heat or allergies)

Pink eye or eyes with pus or mucus draining from them

Sore throat - especially with fever or swollen glands

The presence of lice, nits or scabies (may return as soon as all presence is eliminated)
Pertusis (whooping cough)

Unusually tired, pale, lack of appetite, difficult to wake, confused or unusually irritable
Fever above 101 degrees

E R R N
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1. If your child shows these symptoms prior to entering our program, please keep them
comfortable at home.

2. Ifitis a communicable disease, it is important and expected you inform us by telephone or email
when your child has an illness or head lice. While your names will remain confidential, we may
be required by the DOH to share with others the nature of the iliness.

3. With the case of lice or nits, children may return once these are no longer found. All other
symptoms must be clear for 24 hours before your child returns to our care.

27.0 MEDICATIONS

1. A "Medication Authorization” form must be completed by a parent for any prescription or over
the counter medication before we can administer a medication. Forms are found at our website,
www.coeclub.org and in the Parent File box which is located in our lobby. We are required by
law to only accept medications in their original prescription containers. We cannot accept
prescription pills, etc. in makeshift containers such as zip-lock bags. The containers must be
clearly labeled with:

Child's full name; first and last

Name and strength of medication

Storage instruction (i.e. “to be refrigerated”)

Time, dosage and method of administration

Length of time to be given (“from” date and “to” date)

Physician's name on the container is required for all prescription medications.

~ooooTw

2. A parent or guardian may sign an authorization for the following non-prescription medications:
antihistamines, non-aspirin fever reducers/pain relievers, decongestants, anti-itching ointments,
and sunscreen or hand sanitizers.

3. Non-prescription medications must be in their original container and will be given only when the
dosage and frequency are on the label and they are listed as age-appropriate for your child.

28.0 ACCIDENT POLICY AND EMERGENCY TREATMENT
1. First Aid Treatment Only

Examples of first aid only injuries or illnesses:
9 Minor cuts, scrapes, bumps

1 Low grade fever, headaches

T “Need to lie down”

Steps we follow:

1. Provide first aid treatment

2. Document in accident log book

3. Complete an “ouch report” and attach to the parent sign-in sheet
4. Staff will advise the director or head staff of the accident or illness

14



2. Non-emergency Treatment

Examples of some non-emergency accidents or illnesses:
1 Vomiting

1 Severe pain

9 Fever of 101 or above

1 Cuts that require stitches

Steps we follow:

1. Provide first aid treatment.

2. Involve the director or head staff to assist and contact parents

3. Transport the child as needed to Ballard Swedish Hospital

4. Secure the child’s medical and parent authorization forms for medical personnel

3. Emergency Treatment

Examples of emergency treatment incidents:
Uncontrolled bleeding

Seizures or shock

Second and third degree burns

Allergic reaction to known allergen
Fractured bones

teps we follow:

Provide first aid treatment

Call 911 and give information regarding the injury or illness

Select an adult to stay with the sick or injured child

Secure the child’s medical and parent authorization forms for medical personnel
Staff will notify parents regarding the emergency and hospital location
Complete an accident report

CURWNE(Y a-a-a-a-a

If your child is prescribed an Epipen, we treat immediately in the event they ingest an allergen.

29.0 STAFF

Our program employs youth professionals who take seriously the work they do with children. Prior
to being hired, each staff must undergo a criminal background check, reference check and in-depth
interview. They must meet Washington Administrative Code with regard to experience and
education. Staff builds skills through professional development throughout the year. They are
required to complete fourteen or more hours of training each year related to child development,
program administration, safety or disaster preparedness, and cultural awareness.

15



30.0

ACTIVITY CALENDARS

Calendars are posted on a weekly basis in each classroom. We work closely with Coe School to
plan around their academic calendars. For example, we may plan activities which relate to a project
in a child’s classroom. Reading and math games are available and staff includes educational
activities during summer or after school.

31.0

1.

32.0

33.0

BEFORE OR AFTER SCHOOL CLASSES

It is important you inform us in writing if your child will be attending a school club such as
language class or chess club.

Children are required to check in immediately following an after school club or class.

Due to staffing ratios, it is your child’s responsibility to walk to or from an on-site school club
or class. Parents are required to sign a form authorizing us to release a child during morning
care in order to attend an onsite club or class.

HOMEWORK

A Homework “Power Hour” is set aside each afternoon Monday through Wednesday during
the school year. Homework time is for reading or homework only.

If you prefer your child completes assignments with you, please have them bring a favorite
book to read during this time.

During Homework Time, staff assists with the work’s general direction. Completing Seattle
Public School's “Consent to Release” form allows us to work closely with your child’s
teacher and together develop a plan for success during homework. We also welcome the
opportunity to play a role in your child’s Individual Education Plan or MAP.

FIELD TRIPS AND FEES

Children are assigned to a group and attend field trips with their group. If you choose not to
allow your child to attend a field trip, please let us know and together we can develop an
alternative for care that day. On full days and summer, children need to arrive by 9:30 AM
before a field trip. All groups return no later than 3:30 PM.

The fees for a field trip may be in addition to your regular tuition. If this is the case, it should
be paid in cash on the day requested (your check could not be processed in time to pay
field trip fees).

Children walk, take the bus or use a club van on field trips. When traveling in the van,

children will wear seat belts or ride in car seats which we provide. We do not use personal
vehicles to transport children.

16



34.0

SUPERVISING THE TRANSITION OF CHILDREN

Normally, children are kept within sight of staff at all times. However, when a child moves from room
to room or to the playground, staff use two-way radios to report to other staff at those locations.
Staff radio back to confirm the call and to report the child’s arrival. The PreK class walks together
when moving to and from the playground or cafeteria and will only walk alone to the classroom

restrooms.
35.0 SNACKS AND FOOD FROM HOME

1. We provide a snack after school and a breakfast and two snacks during the full day
program. Weekly menus and time served are posted in our lobby.

2. If your child has dietary restrictions, be sure and let us know. For food allergies, you will
need to complete and return the form “Food Allergy or Intolerance Report”. Please let us
know if you wish to provide your own dietary restricted snacks. Stock a daily back pack your
child can bring with them to snack time.

3. Your child’s lunch, which you provide when needed, should offer a form of grain, protein,
fruit and vegetable. Use an ice pack or chilled drink to keep foods cold. Do not pack glass
containers or food which requires cooking. Pack lunches in a sturdy and leak-proof
container.

4. Birthday or party treats may only be purchased foodstuff and arrive with manufacturer
wrapping intact. Home cooked foods or treats cannot be served at this center.

36.0 ITEMS TO BRING OR NOT TO BRING

1. Depending on the group, children may bring a toy from home. Please check with staff first.

2. If children are riding bikes or skating, helmets are required (during summers all groups offer
a “Bike Day”). Please bring a lock to secure the bicycle to the outside racks.

3. Because we are not responsible for their belongings, your child should not bring valuables.

4. Chewing gum is not allowed.

5. This is not the place for toy guns. Children are not allowed to bring these of any size.

6. During break or on full days your child will need to bring:

a. Clothing and shoes appropriate for outside play.

b. A lunch with a cold pack.

c. Adrink in a non-glass container or you may purchase juice or bottled water from us.
d. Any items which may be listed on their activity calendar for the day.

e. A book for quiet time.
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37.0 LOST AND FOUND

We are not responsible for lost items but make every attempt to reunite these to their owners.
Please help us by labeling items such as coats, back packs, towels, etc. Stray clothing or unclaimed
items will be placed in the Lost and Found bin under the Parent Counter. Remainders will be given
to charity at the end of each month.

38.0 CELEBRATION OF HOLIDAYS

The Boys & Girls Club is a non-sectarian, multi-cultural organization. Holidays are recognized for
their celebration value rather than their religious significance. One way staff honors diversity is by
teaching children how different cultures celebrate their holidays. You are welcome to inform of
about holidays your family celebrates!

39.0 SUMMER CAMP POLICIES
1. Summer Registration

a. Registration for summer begins early April; the first week of April for currently enrolled
families, the second week in April for new families. Registration forms are available on our
website. Registration is on-site; please do not fax or mail forms.

b. Return the completed forms along with your deposit for the weeks you are requesting.

c. Partial weeks or half-days are not available. We are not able to offer care before or after
other camps or summer school when a child arrives during the middle of our program.

2. Payment Information

a. The deposit is due at registration and is non-refundable and non-transferable.

b. The balance of your weekly payment is due Mondays.

c. A written notice, up to one week before your child’s scheduled week of camp, is required for
cancellation. While you forfeit your deposit, a one week notice limits your responsibility for
the balance of the tuition. The full week’s tuition is required for cancellations made after the
one week limit or canceling anytime during the week your child is scheduled to attend.

d. Occasionally, cash may be needed for a field trip entrance fee. We cannot accept checks for
field trips due to the limited processing time.

3. Summer Activities

a. Children are assigned to a group based on age or grade. Summer activity schedules will be
posted online and available Friday for the next two weeks.

d. Camp is 9:30 AM to 3:30 PM. Extended Care, before and after camp, is at no charge.

e. Summer camp is a full day of activities or field trips, for this reason we cannot offer drop-in
care during summers. Care is not available for children arriving from half-day camps or
programs or those needing to leave early for other camps or programs.

b. Check in advance for your child’s “Club Day” when they will be onsite during the week. This
is a good time to schedule their outside appointments if they need to leave early. For safety
reasons, we do not allow drop off or pick up from field trip locations.

c. For “Club Day” your child may also bring wheeled toys or their bicycle. A helmet is required.
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4. Every Day Iltems during Summer Camp

a. Be sure your child is dressed for the day’s activity and weather. Comfortable walking shoes
are important.

b. They will need to bring a back pack each day with the following items:
1 Swimming suit and towel.

T
T
T
T

Sunscreen. Families will need to apply the first coat each morning.
Sack lunch and drink. For more information on food, see Policy #35.
Water bottle (bottled water may be purchased from us for fifty cents)
A book to read during our daily Book Break.

5. Summer Daily Schedule

7:00 am Open for Extended Care
9:00 Breakfast is served
9:30 Camp Activities or Field trips
3:00 pm Afternoon Snack is served
3:30 Camp Activities End — Open for Extended Care
6:00 Close
School Year Daily Schedule
7:00 Open and set up for the day
Quiet activities — breakfast from home
Kid projects or homework
8:20 More activity time and Playground opens
8:35 Breakfast — Main Room closed to prepare for PreK
8:55 Beginning of the School day
9:00 PreK
12:00 PreK lunch time
2:45 PreK leaves for home
3:00 School Day ends
Check-in time for after school groups
Snack — Choice Activities — Playground Time
3:30 Daily project opens
4:30 Homework or quiet time for all groups
5:00 Choice of activities
5:30 Clean up — End of day activities: card games, books, drawing
6:00 Closed — late fee applies after this time.
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