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West Essex YMCA

321 South Livingston Avenue
Livingston NJ 07039

Phone: 973-992-7500

Fax: 973-992-7680
www.westessexymca.org

Dear Parents/Guardians,

Welcome to the West Essex YMCA School Age ChildeJQ&ACC) Program. We appreciate the important
trust that you have placed in us.

The YMCA's goal is to build strong kids, strong fdies and strong communities. Our School Age Childe
programs are an excellent example of how we malastive difference in the lives of the childreheir
families and the community at large. Our professl@aring staff will communicate with you on a cistant
basis regarding your child’s experience and acimergs.

The Parent Handbook is a helpful resource for taaynguestions you may have regarding our programs,
well as a guide to understanding the YMCA’s SACGgoam and policies. Please save a copy to your
computer or print a copy to refer to as necessargddition, information on YMCA programs includiogr
American Camping Association accredited Summer Gaonpyacation Programs are posted on our website
and updated on a regular basis. Please bookwmavk westessexymca.offgr future reference.

If you have any questions or concerns, please cbtita following staff at 973-992-7500:
Joanne Browne, Senior Director of School Age Cilde ext. 115
Ava Collazo, School Age Child Care Registrar angigtant Director ext. 103
Fran Egnezzo, School Age Child Care & Super SunidagrCamp Director ext. 114

Thank you again for choosing the West Essex YMCAa@s child care provider. We look forward to war§i
with you and your child(ren) in an enriching Befamed After School experience.

Sincerely,

Helen Flores
Executive Director

The West Essex YMCA is a Branch of the Metro YMCA 6the Oranges.

Our Mission Statement

The Metro YMCA of the Oranges enriches the livethe children, families, and communities we
serve, through programs that build spirit, minaj &ody, welcoming all people, in an environment
nurturing positive values.




Program Philosophy

At the West Essex YMCA, we believe that buildingrald’s healthy spirit, mind and body are the esisén
keys to their overall growth and development. TIMCA provides positive ways to build a child’s sefteem
so children can learn to adapt successfully tombed. We encourage development of each childsceli
thinking skills, language skills and self expressiwhile using their creativity and imagination. rQuograms
and activities are designed to meet the needsoitiole child. Our hands-on, experience-based apjro
promotes comprehensive child development, whileefasg a love of learning.

Children enrolled in our School Age Child Care (S&drograms will be exposed to a core curriculum
throughout the school year, which includes phydesllth, and nutritional education, character bagdand
personal growth.

Hours of Operation
Before School Programs begin at 7:15am (Caldwéib8ls) and 7:30am (West Orange Schools) and ruh un
school starts. If there is a delayed opening faryahild’s school then there will be no Before SahBrogram.

After School Programs run from school dismissall@i®0pm. Punctuality is a crucial element in our
operationA late fee of $15.00 per 15 minutes is chargedatmpickupsl|f you cannot arrive before 6:00pm, it
is your responsibility to arrange for an emergetmytact to pick up your childContinuous late pick-ups will
result in termination from the program.

Our SACC programs follow the School Calendar. Saleztlearly dismissals are included in your monthly
tuition. Please send your child with their lunehtbese days.

Inclement Weather

If your child’s school is closed due to inclemergather or emergency closing, all YMCA SACC Prograviiks
be closed. If during the school day or after schtt@ weather forecast is predicting a snowstoren, w
recommend that you contact your emergency persogaidy pick up.

Extra Days

Your child(ren) may attend the Before/After Cared?ams for an additional day that he/she is natleety
scheduledo attend at a rate of $15.00 per day. This rbastpproved prior to the date needed. Please
remember to call the Program phone number to intherstaff that your child will be attending thatyd You
will be required to sign an Extra Day voucher akpip and will be billed accordingly.

No “swapping” days. If your child is absent orittregularly scheduled day, you may not make ap day
later in the week. Please follow the schedulelyane selected for your child.

Scheduling Changes or Withdrawals
Additions or reductions in your child’s program edile must be submitted in writing via email to A¥allazo
atacollazo@metroymcas.arfjwo weeks notice is required for any schedulengba.

The West Essex YMCA requires four (4) weeks writtetice on withdrawals from the program. Pleaseilema
notification to Ava Collazo (see above). When theper notice has been received, the deposits mejaor
account will be applied to any outstanding balamcehere applicable, a refund will be issued.

Absences
If your child is going to be absent from the progran a regularly scheduled day, please call trectiphone
number to the program site and leave a messagafidiprior to 2:00pm. If your child is expectedtia¢
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program and does not arrive, the program staff madte all attempts to locate your child, which esus
unnecessary stress at the beginning of the progPanent communication is essential to for yourdihisafety
and ensuring our staff is aware of the whereabaiugsur child at all times.

After School Activities

If your child is to attend any after school aciestin the school building such as: Scouts, SporEnrichment
Programs, etc., please inform the staff in writideast one day ahead. You must indicate thditotaf the
activity within the building and the approximateé your child will be returning to the After Schqobgram.
If this is an ongoing activity, you may send irettér stating all the dates on which that actitatyes place.

It is notthe responsibility of our staff to escort yourldHo or from any activity.

Holiday and Vacation Care Program

Vacation Care Programs for Grades K — 5 offerseatgrariety of activities to keep your child enghged
happy, while you're at work. Activities are orgaed around seasonal themes and include swimmingssp
and games, arts and crafts, and cooking. Pre-ratist is required. Please check the website
www.westessexymeca.orfpr the program fee and registration information.

Healthy U

All of our School Age Child Care sites incorpor#te Healthy U program as part of the curriculunsing the
CATCH (Coordinated Approach to Child Health) Kidki& program, our staff seeks to positively influenc
children’s attitudes and behaviors towards nutnigémd physical activity. In the largest schooldzhkealth
promotion study that has ever been done in theedrgtates, CATCH was shown to improve children&ifo
and activity behaviors, increase levels of actiutphysical education classes, and improve abiity
concentrate on schoolwork. We incorporate 30 nesof fun physical activity into our programs edely and
serve healthy snacks. We also offer resourcesapyplort throughout the year to our YMCA families to
encourage a healthy lifestyle.

Character Development
Our goal at the YMCA is for everyone to choose ddlie right thing because they believe in the YME£&ore

values. Our staff works together with the childtermodel and instill the YMCA'’s Core Values: Cajin
Honesty, Respect, and Responsibility.

Snacks
All children will receive a healthy snack each @deypart of the School Age Child Care Program. deléform

staff if your child has any food allergies or regtons. You may provide additional snack for yatild.

Children’s Personal Items
Children are not encouraged to bring toys or ebeitrgames from home. For example, DSs, GamebiBgsisi
or cell phones. The YMCA is not responsible fargd items in the event they are lost or damaged.

Children With Special Needs

Our programs comply with the New Jersey Law Agaldistrimination and the Americans with Disabilitidst
in accepting children with special needs. Our paiatg provide child care in a large group settingctvican be
overwhelming to children who are use to small @assith low student-teacher ratios. Our staff wikke
reasonable accommodations to meet the needs ofdoél children. Your cooperation and communicatiath
staff is essential to your child’s success in awgpams.

If you believe our programs are not in compliang may contact the New Jersey Department of Laiv an
Public Safety or the United States Department sfidei to file a complaint.




Parental Responsibilities

It is your responsibility as the parent/guardiamgad through the Parent Handbook and understandahitent
and YMCA policies. You are required to completal angn all enrollment, parent information and madig
release formsefore your child starts our progranY.our child will not be allowed to start the programvith
incomplete paperwork.

We encourage parents to discuss any questionsioents about the policies and practices of ther@rogvith
us. Parents of enrolled children may visit thegpam at any time without having to secure priorrappl. We
will also share information via monthly email neetsérs and distribute an on-line survey twice Ty By
giving us your input, we can work together to depeh high quality program for your children. Alsioduring
the holidays or any other special occasion you wogbarticipate in any way, please let us know.

The following policies are required as part of theLicensing of our programs through the State of New
Jersey:

Department of Children and Families
Office of Licensing
INFORMATION TO PARENTS

Under provisions of the Manual of RequirementsGabild Care Centers (N.J.A.C. 10:122), every licenseild
care center in New Jersey must provide to pardrgarolled children written information on parensitation
rights, State licensing requirements, child abiesglétt reporting requirements and other child caagers.
The center must comply with this requirement bye@dpcing and distributing to parents this writtéstement,
prepared by the Office of Licensing, Child Care &uth Residential Licensing, in the Department ofld@an
and Families (DCF). In keeping with this requiremnéine center must secure every parent’s signatitesting
to his/her receipt of the information.

* k% * % %
Our center is required by the State Child Care @dritensing law to be licensed by the Office of
Licensing, Child Care & Youth Residential Licensiimgthe Department of Children and Families (DGK).
copy of our current license must be posted in aygment location at our center. Look for it when yeun the
center.

To be licensed, our center must comply with the Mduiof Requirements for Child Care Centers (theciaif
licensing regulations). The regulations cover saidas as: physical environment/life safety; staélifications,
supervision, and staff/child ratios; program atigéd and equipment; health, food and nutritiont sl sleep
requirements; parent/community participation; adstrative and record keeping requirements; andrsthe
Our center must have on the premises a copy d¥fiireual of Requirements for Child Care Centers aa#enit
available to interested parents for review. If yoauld like to review our copy, just ask any statmoer.
Parents may secure a copy of the Manual of Reqeimésrby sending a check or money order for $5 made
payable to the “Treasurer, State of New Jerseyd,maailing it to: NJ Department of Children and Fhesi,
Office of Licensing, Publication Fees, PO Box 6binton, NJ 08646-0657.

We encourage parents to discuss with us any questioconcerns about the policies and programeotémter
or the meaning, application or alleged violatiohthe Manual of Requirements for Child Care Centére
will be happy to arrange a convenient opporturotyyou to review and discuss these matters withf ysu
suspect our center may be in violation of licenseguirements, you are entitled to report thenh&@ffice of
Licensing toll free at 1 (877) 667-9845. Of counse,would appreciate your bringing these concesrmut
attention too.




Our center must have a policy concerning the reledghildren to parents or people authorized bema to

be responsible for the child. Please discuss vétiiaur plans for your child’s departure from thatee.

Our center must have a policy about administerieglioine and health care procedures and the managefe
communicable diseases. Please talk to us aboutt fludigies so we can work together to keep oudoi
healthy.

Our center must have a policy concerning the expulsf children from enrollment at the center.

Please review this policy so we can work togethéetep your child in our center.

Parents are entitled to review the center's cophefOffice of Licensing’s Inspection/Violation Raps on the
center, which are issued after every State licgnisispection of our center. If there is a licenstognplaint
investigation, you are also entitled to review @fice’s Complaint Investigation Summary Reportyasl as
any letters of enforcement or other actions talgairet the center during the current licensingqaeriet us
know if you wish to review them and we will makeith available for your review.

Our center must cooperate with all DCF inspectionsktigations. DCF staff may interview both staff
members and children. Our center must post itdemrstatement of philosophy on child disciplin&in
prominent location and make a copy of it availablparents upon request. We encourage you to retizuad
to discuss with us any questions you may have ahdDtr center must post a listing or diagramhafde
rooms and areas approved by the Office for thelddml's use. Please talk to us if you have any gquesabout
the center’s space. Our center must offer pardrgarolled children ample opportunity to assist¢leater in
complying with licensing requirements; and to paptate in and observe the activities of the cefRarents
wishing to participate in the activities or opeoat of the center should discuss their interest thi¢ center
director, who can advise them of what opportuniéiesavailable. Parents of enrolled children mayt wiur
center at any time without having to secure prapraval from the director or any staff member. Béeteel
free to do so when you can. We welcome visits foamparents.

Our center must inform parents in advance of efielg trip, outing, or special event away from tenter, and
must obtain prior written consent from parents beetaking a child on each such trip.

Our center is required to comply with the New Jgisaw Against Discrimination (LAD), P.L. 1945, c69
(N.J.S.A. 10:5-1 et seq.), and the Americans wigabilities Act (ADA), P.L. 101-336 (42 U.S.C. 1216t
seq.). Anyone who believes the center is not ingl@nce with these laws may contact the DivisiorGwvil
Rights in the New Jersey Department of Law and ieBafety for information about filing an LAD claiat
(609) 292-4605 (TTY users may dial 711 to reachNbes Jersey Relay Operator and ask for (609) 29) 7
or may contact the United States Department ofcRuitr information about filing an ADA claim at@8) 514-
0301 (voice) or (800)514-0383 (TTY).

Our center is required to periodically review thepartment of Law and Public Safety (DLPS), Divisain
Consumer Affairs (DCA), unsafe children’s produds make the list accessible to staff and parearid
ensure that items on the list are not at the cefter list is available at
www.state.nj.us/Ips/ca/recall/recalls.htinternet access may be available at your lobgty. For more
information call the DLPS, DCA, toll-free at 1(80B32-5846.

Anyone who has reasonable cause to believe themratled child has been or is being subjected jofarm of
hitting, corporal punishment, abusive languagecuié, harsh, humiliating or frightening treatmemt.any
other kind of child abuse, neglect, or exploitatiynany adult, whether working at the center o reotequired
by State law to report the concern immediatehh $tate Child Abuse Hotline, toll free at 1 (8RJ) ABUSE.
Such reports may be made anonymously. Parents ecayesinformation about child abuse and neglect by
contacting: DCF, Office of Communications and L&gisn at (609) 292-0422 or go vovw.nj.gov/dcfand
select Publications.
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Enrollment and Payment Policy

. Tuition is charged on a monthly basis. Tuition remadhe same regardless of the number of days in &
school month. Tuition is based on the child’s sehedor that month. Tuition is not prorated for
absences.

. Tuition is due prior to the first of the month. Pagnts may be made in advance.

. The YMCA offers monthly credit card draft. Pleagkedut the Child Care Credit Card Draft Agreement
form and hand it in with your registration. For $leanot on auto draft we send monthly statements.
Payments are due on th&df each month and can be made online through Metribk at
www.metroymcas.org Payments are not accepted at the program sites.
Remittance address is: Metro YMCA of the Oranges - Child Care

139 East McClellan Ave.

Livingston, NJ 07039

. Checks are made payable to Metropolitan YMCA of@manges. All payments are to be made by
check, money order or credit card (American ExpretssterCard, Visa and Discover).

. A charge of $35 will be levied for any returned ckieAfter two returned checks, payments must be
made by certified check, money order or credit card

. If more than one child from the same family is dieabin the program, a discount of 10% of the lowes
monthly tuition charge will be awarded to each &ddal sibling.

. A late charge of $15 will be assessed for any paysieceived after thé"®usiness day of the month.
In the event your tuition is not received by th& b5 the month, services may be suspended until
payment is made.

. In the event the parent/guardian is in default faild to make payment, the parent/guardian is
responsible for all costs of collections, includattprney’s fees and legal costs.

. A month’s security deposit is due at the time abdment. Upon withdrawal from the program, the
deposit is applied to the last month of attendarakany credit balance will be refunded. Withdrawal
from the program requires that you give one monthigten notice or the deposit will be forfeited.

10. Changes to the child’s schedule must be requesteaveeks in advance. Any change is subject to

approval of the Child Care Director.

11.Financial assistance is granted based on finanesd and availability of funds. Application forme a

available through your director.

12. Miscellaneous fees:

A one time non-refundable registration fee is regghifor all new children.

The child must be a YMCA member. Membership feesaasessed annually.

Please see the schedule change form for additieealcharged for extra days of attendance
Late pick up fees of $15 per fifteen minutes aseased after the program site’s closing.

13. Child care services may be terminated for:

Failure to make payment on time
Continuous pick up after program closing time




Policy on the Release of Children
Children must be signed into Before School Prograntsout of the After School Programs each day.ybar
child’s safety you or your emergency contact shdaggrepared to show identification to our staff.

Parents must provide information on the Registraliorm of three adults who are authorized to pigck
your child in your absence. Children are nevenyiéed to leave the Center with unauthorized adults
Please verify that these individuals will be avialdéato come for your child when you cannot.

Parents must provide updated telephone numbersltardate pick-up information whenever a chan
occurs.

All children MUST be signed out by an adult (18 geaf age and older), unless the parent or guard
has authorized the child to walk home unsupervigedith a minor. A signed permission slip must k
signed and maintained on file.

Important Note: If the parents or person(s) authorized by theemiaappears to be physically and/c

emotionally impaired to the extent that, in thegoment of the Director and/or staff member, thecckibuld be
placed at risk of harm, the staff shall ensure tihatchild may not be released to such an impaneiidual.

Babysitting Policy

In accordance with the Metro YMCA of the Orangesiil@ Abuse Prevention Policies and Staff Code
Conduct, staff members are not allowed to signamyt child from the program or transport any chiidheir

own car unless the staff and the child or childsily or guardian are related. Staff members n@ybe alone
with the children they meet in YMCA programs ouésiof the YMCA. This includes babysitting, sleepeve
and inviting children to their home.

Discipline and Expulsion Policy

At the YMCA, discipline is viewed as a learning exignce. Through interaction with caring adultsidrken
acquire interpersonal skills to work cooperatiweith others and manage conflict situations. Ruldshe
posted at each program site to remind childreruofb@havior guidelines. Staff will consistently &pp
consequences for rules.

The goal of our Discipline Policy is to correctituation in a positive manner and separate th@adtom the
child, leading to the child’s ability to developcamaintain control. Our staff encourages positighavior and
seeks to redirect children to other activities befoegative behavior occurs. When an incident haady
occurred, our staff may remove the child from theug activity to give them time to regain contwlth the
child remaining under the supervision of staff. r Gtaff will discuss with the child how he/she abhlave
made better choices, discuss follow up with thanept if appropriate and allow the child to rejattivities.

As per the Metro YMCA of the Oranges Staff Codé€ohduct, staff shall not abuse or neglect the obmdn
our care. A child will never be deprived of foottusk, name called, threatened, or ridiculed. Nibdcwill be
isolated or left unsupervised at any time.

The YMCA defines the following as behavior problems
1. Behavior on the part of the child that interferathwthe safety and well being of himself/herselfany
other person.
Verbal disrespect of YMCA Site Supervisors, Assittaor other children.
Lack of respect for school property and/or the propof others.
Abusive language or gestures.
Parental interference or behavior which defiestNECA policies, goals and objectives inclusive ofit b
not limited to:
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Appropriate notification of schedule changes;
Lack of responsive communication;
Unavailability;

Lack of appropriate emergency contacts;

Not providing the YMCA with pertinent information,e. change of workplace, addres
phone numbers, etc.

Behavior and disciplinary problems will be handiedone of the following manners dependent upon t
infraction:
1. Verbal warning from the Site Supervisor.
2. Verbal warning from the Site Supervisor with writtaotice of the warning sent home for parent
review.
3. Communication from the School Age Child Care Dioectequesting corrective measures at hor
and/or conference in our office.
4. Suspension or expulsion from the Before/After S¢ippogram without refund.
5. The YMCA has a zero tolerance policy on violencay kind. Extreme or violent behaviors by pare|
or child can and will warrant immediate suspengioexpulsion without refund.

Schedule Of Suspension/Expulsion
If the remedial actions above have not workedcthlel's parent/guardian will be advised verballylan
writing about the child’s or parent’s behavior waarting a suspension or expulsion.
A suspension action is a period of time where @remt/guardian may work on the child’s behaviocame to
an agreement with the center. The parent/guardiub&vinformed about the length of the suspensind the
expected behavioral changes required in ordehtchild or parent to return to the center. Faitfrthe
child/parent to satisfy the terms of the plan maguit in permanent expulsion from the center.
In case of expulsion, the parent/guardian will beeg a specific date that allows sufficient timestek
alternate child care.
A child cannot be expelled from the program if thEarent(s):
Made a complaint to the Office of Licensing regagda center’s alleged violations of the licensing
requirements.
Reported abuse or neglect occurring at the center.
Questioned the center regarding policies and proesd

Policy on llinesses/ Communicable Diseases

To ensure the health and well being of all childrethe YMCA Before and After School Program, the
following policy will be adhered to:

1. Under no circumstances shall any program senagmit any child who has any illness or symptdm
an illness or disease that a physician determiagdired the child to be confined to home, or adsditt
to a hospital for medical care and treatment.

2. A child will not be admitted to a program ifethhave the illness or symptoms of illness listetbl,
unless the center receives a written medical disignfrom a licensed physician that indicates that

child poses no serious health risk to themselveastieers. Such illnesses or symptoms include, bt g

not limited to the following:
Severe pain or discomfort
Acute diarrhea, characterized as twice the chiltbsal frequency of bowel movements with
change to a looser consistency within a perioddofi@urs, or bloody diarrhea.
Two or more episodes of acute vomiting within aigeéof 24 hours
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Elevated oral temperature of 101.5 degrees Fahrtemhabove or an auxiliary temperature of 100
degrees Fahrenheit or above in conjunction withaben changes

Lethargy that is more than expected tiredness

Yellow eyes or jaundiced skin

Infected, untreated skin patches

Difficult rapid breathing or severe coughing

Skin rashes in conjunction with fever or behavioamges

Weeping or bleeding skin lesions that have not ltessted by a health care provider
Mouth sores with drooling

Stiff Neck

Conjunctivitis (‘pink eye”)

Once the child is symptom free, or a licensed pigsiindicates that the child poses no seriougihé¢aleat
to themselves or others, the child may return éopitogram.

If a child who has already been admitted to thegram manifests any of the illnesses or symptoms
illness specified in number 2 above, the prograail semove the child from the group to a separatar
or area until the child can be picked up by a pacerperson authorized by the parent; or the Schge!
Child Care Director or their designee has commuada&erbally with a licensed physician, who indesat
that the child poses no serious health risk to gedwes or to other children, at which time the c¢imiay
return to the group.

Communicable Diseases
The School Age Child Care Director shall not perandghild or staff member with an excludable commahie
disease (see list below) to be admitted or remiatineaprogram until:

a. A note is received from a physician that states tte child or staff member has been diagnos
and presents no risk to themselves or others.

b. The School Age Child Care Director contacts the @mmicable Disease program in the State

Department of Health, and is told that the chilgtaff member poses no health risk to others.

c. In the case of chicken pox, the School Age Childeairector obtains a note from a parent or
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staff member that at least six days have lapsex gime onset of the rash, or that all sores have

dried or crusted.

Table of Excludable Communicable Diseases

Contact llinesses

Impetigo
Respiratory llinesses Lice

Scabies
Chicken Pox Shingles

German Measles*
Hemophilus Influenza*

Measles* .
Meningococcus* Gastro-Intestinal llinesses
Mumps* Campylobacter*
Strep Throat Escherichia coli*
Tuberculosis* Giardia Lamblia*
Whooping Cough* Hepatitis A*

Salmonella*

Shigella*




* Reportable Diseases: If an enrolled child or fstaember has been diagnosed as having contractesl (
suspected of having a reportable disease, theBdheol Age Child Care Director must report it te tbocal
Health Department.

If there is any outbreak of an Excludable Diseaséha program, each parent whose child may have b
exposed to the disease shall receive a writtercaofi the outbreak.

Administration of Medicine
No medication will be administered to your child $gff in the Before/After Care Programs withoubpr
consent from the School Age Child Care Director amitten permission from the child’s physician. &de

complete thd”ermission to Administer Medication Fofor medications such as Epi-pens and asthma irdhale

IMPORTANT CONTACTS

Paperwork Changesgaddress, attendance, schedule changes, withdrastel)

Ava Collazo, School Age Child Care Registrar

West Essex YMCA

321 S Livingston Ave Livingston, NJ 07039

Phone: (973) 992-7500 ext 103 Fax: (973) 992768 Email: acollazo@metroymcas.org

Payment Inquiries (receipts, payments, etc)
Metro YMCA of the Oranges — Child Care
139 E McClellan Ave
Livingston, NJ 07039
Phone: (973) 758-9622 Fax: (973) 535-2786 Ere@cza@metroymcas.org

For your convenience, monthly credit card draft isavailable for your child’s tuition. Please completehe
Pre-Authorized Monthly Credit Card Form.

Program Site Voice Mail #s:
Please leave a message on your child’s Program Siieone if your child will not be attending on their
regularly scheduled day.

Livingston Schools Caldwell & West Caldwell

Burnett Hill (973) 535-1915 Harrison 97@) 228-7181
Collins (973) 609-6007 Jefferson 973) 228-7186
Harrison (K-2) (973) 609-6049 Lincoln (973) 228-9113
Harrison (3 & up) (973 609-6016 Washington (97332644
Hillside (973) 885-3073 Wilson (972)8-8999
Mt Pleasant Elementary (973) 992-7179

Mt Pleasant Middle (973) 994-2715

Riker Hill (973) 609-6080

West Orange Roseland

Redwood (973) 609-6068 Lester C. Noecker (8036003

St. Cloud (973) 609-6039
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