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CHILD & FAMILY HANDBOOK 

2019-2020 School Age Child Care Programs

The YMCA of Southern Maine School Age Child Care Programs are not sponsored by, operated or 

financially supported by the school departments where we currently hold programs.  Children 

participating in the programs shall be under the care of the program, not the school 

department(s).   

All communications concerning the program should be directed to the YMCA Youth Development 

Director at your local branch.  We offer our School Age Child Care Programs at our Northern York 

County, Pineland, and Greater Portland branches.   

For information about child care programs at our Casco Bay Branch, please call 207-865-9600. 

Contact A Branch: 

Northern York County Branch 

ATTN: Danielle Cote 

3 Pomerleau Street Biddeford, 

ME 04005 

207-283-0100 x403

dcote@ymcaofsouthernmaine.org

Pineland Branch 

ATTN: Liza Stratton
25 Campus Drive Suite 100 

New Gloucester, ME 04260 

207-688-2255 x609
lstratton@ymcaofsouthernmaine.org

Portland Branch 

ATTN: Joe Baty
70 Forest Avenue 

Portland, ME 04101 

207-874-1111
jbaty@ymcaofsouthernmaine.org

www.ymcaofsouthernmaine.org/school 

mailto:dcote@ymcaofsouthernmaine.org
lstratton@ymcaofsouthernmaine.org
mailto:joebaty@ymcaofsouthernmaine.org
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YMCA of Southern Maine 

School-Age Child Care Program Handbook 

Welcome to the School Age Child Care Program.  The purpose of this manual is to familiarize parents with 

policies, procedures, and philosophies of the School Age Child Care Program.  Please keep this manual as a 
reference guide for questions that may arise throughout the school year. 

Mission: 

The YMCA of Southern Maine is committed to building strong kids, individuals, families and communities 
through programs and services that promote a healthy spirit, mind and body for all, regardless of ability to 
pay. 

Promise: 

We are the strongest when we promise to make sure everyone has the opportunity to learn, grow, and 

thrive at the Y. 

We accomplish that when we value the diversity of everyone’s personal beliefs, respect the rights to those 
beliefs, and we expect all to honor our core values of caring, honesty, respect, and responsibility with one 
another—everything we do stems from that expectation. 

Our Cause: 
The Y is a powerful association of men, women, and children of all ages and from all walks of life joined 
together by a shared passion: to strengthen the foundations of community. 

With a commitment to nurturing the potential of kids, promoting healthy living, and fostering a sense of 
social responsibility, the Y ensures that every individual has access to the essentials needed to learn, grow, 
and thrive.  Anchored in more than 10,000 neighborhoods around the country, the Y has the long-standing 
relationships and physical present to not just promise, but deliver, lasting personal and social change. 

In today’s uncertain times, one thing remains certain – the Y is, and always will be, the builder of healthy, 
confident, connected, and secure children, families, and communities. 

Philosophy: 

It is the philosophy of the YMCA of Southern Maine that childhood should be a time of fun, warmth, security, 
exploring and discovery.  Our purpose is to promote an atmosphere that encourages social, emotional, 
physical and intellectual growth and development of the child as a whole. 

Our basic goals are: 

 To provide a safe, CARING, nurturing environment for young children.

 To provide an environment where children are active learners, make choices, have RESPONSIBILITY

for their actions and understand limits.

 It is vital to a trusting relationship between parents, child and staff, that RESPECT and frequent
communication takes place.

 To provide an environment that fosters trust and HONESTY.

We believe that children not only grow and learn as they actually experience events in their environment, 
but become more aware of their own abilities to create, change and evaluate their surroundings.  Children 

learn by doing and this is stressed in our school-age programming.  We create an environment that is not 
only rich in childhood experiences, but is based on the individual children’s needs. 
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Enrollment: 

To enroll your child in the Y’s School Age Child Care program, you must complete a registration form and 
submit a non-refundable registration fee of $50.  Upon receipt of your materials, the Y will email/send you a 
confirmation letter. If you register online, you will be required to complete and submit additional forms to 
the Y after online registration is complete. 

The following are required for your enrollment packet to be considered complete: 

 Registration packet (hard copy or online) – hard copy includes registration information, waivers, and
health history.

 Acknowledgment of Payment Policies (hard copy or online)

 Parent Handbook Acknowledgment (hard copy, last page acknowledgment)
 Medical Statement for Special Dietary Needs (hard copy, Portland Public School students only)

All forms must be completed and returned to the Y before your child is able to begin in our 
program. Registration for programs must be done every year, even if your child was enrolled the year 

before. Parents will receive fall registration forms in the spring for the upcoming year. 

Financial Assistance & Adjustments: 

The YMCA of Southern Maine lives up to its mission to be available to all families, regardless of their ability 
to pay, through the Y’s Financial Assistance program. We do this by providing need-based financial 
assistance, made possible through the generous support of individuals, businesses, and organizations in our 
community. We encourage families to explore the options for State subsidy support in addition to Y financial 
assistance.  The qualifications for State support are more specific than the Y, but often parents receive a 

great amount of financial support.   

Families can contact the Department of Health and Human Services to see if they qualify for assistance 
through the state child care voucher program. Applications are available by contacting 1-877-680-5866 or 
visiting www.maine.gov/dhhs/ocfs/ec/occhs/voucherapp.doc. Our licensed programs also accept other 
childcare assistance through DHHS (e.g. ASPIRE). Please submit our School Age Child Care Subsidy 
Application if an agency has approved to pay for your School Age Enrichment Program. 

A $10 sibling adjustment is available for the second and subsequent children from a family who are enrolled 
in a program. 

Billing: 

School Age Child Care program enrollment is based on the school year calendar and is broken down 
into weekly rates. If care is offered in a given week, families will be charged a weekly rate.  Parents are 
billed based on days regularly enrolled, not days attended. Fees will not be prorated for any unattended 

days, no matter the reason.  

Half-day care (for regularly scheduled in-service school days) is included in your weekly fee.  Vacation days 
and snow days will require separate registration and payment. 

Payment is always due by the Wednesday prior to a week of service, regardless of when an invoice is 
received.  We ask all families to pay via a scheduled automatic payment from a credit card, debit card or 

checking account. If you are unable to set up automatic/drafting payments, please contact your Program 

Director.  We are committed to working with every family to ensure payments are received in a timely 
manner.

http://www.maine.gov/dhhs/ocfs/ec/occhs/voucherapp.doc
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Expectations and Responsibilities of the Family: 

School sites verify through attendance. 

 If your child does not attend their regularly scheduled school hours, with the exception of an
appointment, they cannot attend the Y’s School Age Enrichment Program.

 All persons who pick-up children from programs must be listed on your registration form.  If families
need to add a name, they must speak with the Youth Development staff. If they fail to do so, a child will
not be able to leave with that person. ID will be checked at pick-up.

 If you need to change your child’s schedule (switching days, adding days, etc.) you must contact the
Program Director at the Y to have it approved in advance. If a child attends on a day they are not
normally enrolled without notification, School Age Child Care Program staff will contact the family or
emergency contact to pick the child up.

 Parent/Guardian must come in to the site in the mornings and afternoons. You are required to sign your
child in and out each day. Please be sure to check in with program staff before you leave in case they

need to communicate something about your child to you. Signing in and out is a DHHS requirement and
it and is for your child’s safety.

 Parents/Guardians are responsible for updating all changes in information as it occurs (phone numbers,
authorized/unauthorized pick up list).

 Families are responsible for ensuring their children are appropriately dressed for the season.

 Parents/Guardians or a dependable alternate person must be able to be reached by phone when their
child is present in the Y’s School Age Child Care Programs.

 Families are expected to model civil, respectful behavior toward all persons in and around our School

Age Child Care Programs. Family members who act inappropriately to any staff member, parent or child
may be asked to withdraw family members from the program.

Family Involvement: 

There are many opportunities for family involvement in the School Age Child Care Programs. We always 

welcome families to visit or help. Some opportunities to be involved are as follows: 

 If you have a special area of interest, or a special talent that you would like to share, please let the staff
know. We always welcome suggestions, special visitors, and sources of supplies or services, good ideas
and suggestions. Our parent body is a potentially rich source for such help - we would love to hear from
you.

 Throughout the year, field trips may be planned.  It is always helpful to have an extra pair of eyes and
hands.  If you are interested in volunteering to help with a field trip, please discuss the details with your
child’s School Age Child Care program staff leader.

 Family events may be offered throughout the year. Please make every effort to attend these.  This will
give you an opportunity to meet other family members and talk to staff for a longer period without being

interrupted.

Expectations and Responsibilities of the Child: 

To ensure a positive atmosphere, children will be asked to show respect and courtesy for their and others 
belongings.  Children will be responsible for cleaning up after themselves while at the Y’s School Age Child 

Care programs.  This may sometimes require that families wait for their child to clean up what they are 
playing with at pick-up. 

Communication: 

Staff will notify parents in writing or via email prior to all field trips.  Staff may also distribute calendars and 
notices throughout the year with parent information and upcoming important dates attached.  Please read 
these notices carefully. If you have any questions or suggestions, please feel free to speak with School Age 
Child Care Program staff. 
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If you have questions about your child’s involvement in the day-to-day program, please make time to meet 
with staff.  Staff will try to connect with every parent each day; however, there are some instances in which 

it is difficult to break away from the children.  Please don’t ever hesitate to elicit information about your child 
from the staff. 

All information concerning schedule changes must be coordinated through the Program Director prior to the 
change.  Billing information is handled through the Billing Office.  Please call your local branch. 

 Northern York County  207.283.0100
 Pineland 207.688.2255 
 Greater Portland 207.874.1111 

Custody: 

In today’s world, there are all kinds of families and all are welcome and celebrated at the Y.  For some 
families, particularly when there are child custody issues involved, there can be special circumstances we 
need to be aware of to handle properly. Please keep us informed of these circumstances.  In all situations, 

our primary concern will always be the well-being of the child.  We will always encourage parents to work 
out any communication and shared parenting issues.  Our policies concerning this reflect the current Maine 
Law. 

Payment Policies: 

The following outlines the Payment Policy and Procedure for all School Age Enrichment Programs 
at the YMCA of Southern Maine and its off-site locations. 

 Payments, must be received by 5 pm Wednesday prior to the week of service.

 For convenience, payments can be made monthly or weekly prior to services rendered.

 Payments are made through an automatic draft (credit card or checking account). If an

automatic draft is not possible, please contact your Youth Development Director.

 We are dedicated to working with all families and will not turn a child away due to financial

need. Payment schedules, options, and financial assistance are available. Please ask.

 School Age Child Care Program Staff cannot accept payment at the program site outside of the

Y facility; payment must be made at the Y (any of our three locations) or online.

 If a child in your family was previously enrolled in any programs the Y offers and you have carried a

balance on your account, you will be required to pay this overdue balance before your child can register
for any future Y programs.

Financial Assistance: 

Both the Y’s Financial Assistance Program and the State’s Subsidy/Voucher Programs are resources to make 

sure families can access child care. 

Y Financial Assistance serves a broader group of families, with fewer qualifications to meet.  However, for 
families who qualify, the State subsidy/voucher programs often result in a lower cost per week of care. 

We are happy to help you in your decision making by discussing your options and answering any questions. 
We will support your family through either process, whichever is right for your needs. 
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Additional Fees: 

Returned checks/declined payments: A $20 fee will be charged for all returned checks and declined 
automatic payments. You must pay this fee within 24 hours of being notified or your child cannot attend 
programming. 

Late Pick Up: A $1 per minute charge will be charged for any children who are not picked up by the noted 
ending program time. This charge must be paid in full within one week of the billed date. 

Withdrawal: 

In order to withdraw your child from the program, our Child Care Director must receive two (2) weeks 
notification. The two-week notice is effective from the date the notification is received. If we do not 
receive written notice of a withdrawal, you will be charged for the weeks your child was still registered. 
Please make it a point to contact and speak with your Child Care Director in these matters. The 
registration fee is nonrefundable and nontransferable.

Who Can Attend? 

School Age Enrichment Programs are open to all children grades K-5 (and 6th grade for programs at our 

Northern York County branch). Programming is designed for this age group. 

Programs run Monday through Friday. Five-day and three-day slots are available. Part-time schedules will 
need to be consistent to account for staff to child ratios. Payment will be based on days enrolled, not 
days attended. Part-time participants must attend at least three (3) days/week. If your child will only 
attend one or two days, you will still be charged a three-day rate. 

All programs are held on-site at the school or Y facility with the exception of Vacation Camps, Snow Day 
Camps, and In-Service Day Programs, which are offered only at the Y. Parents are responsible for 
transportation to before school programs and from after school programs. 

Program Hours / Arrival & Departure: 
NORTHERN YORK COUNTY BRANCH: 

HOURS:  All before school programs begin at 6:30 a.m. They continue until school staff come on duty to 
care for children at 8:00 a.m.  All after school programs begin at the dismissal of school and continue until 
6:00 p.m.  The Y operates on school days as stated in the official school calendar.   

ARRIVAL & DEPARTURE: 

 Arrival: When you bring your child to a Y program in the morning, it is a state requirement that you

accompany him/her to the classroom and sign him/her in on the attendance sheet provided.  Arrival
time, though not the best time for a lengthy discussion, is a good time to share information with your
child’s teachers.  Children may not be left at the Child Care site before the official opening of
6:30 a.m.

 Departure: When you pick up your child from a Y program in the afternoon, it is a state requirement

that you sign him/her out on the attendance sheet provided.  If someone other than yourself is going to
pick up your child, regardless of whether they are on the official escort form or not, please provide

written documentation or contact your child’s Child Care teacher prior to pick-up.  Identification will be
checked and sign-out will be required.

PINELAND BRANCH: 

HOURS: All before school programs begin at 6:30 a.m. They continue until the buses arrive.  All after school 
programs begin at the dismissal of school and continue until 6:00 p.m.  The Y operates on school days as 

stated in the official school calendar.   

ARRIVAL & DEPARTURE:  
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 Arrival: When you bring your child to a Y program in the morning, it is a state requirement that you

accompany him/her to the classroom and sign him/her in on the attendance sheet provided.  Arrival
time, though not the best time for a lengthy discussion, is a good time to share information with your
child’s teachers.  Children may not be left at the Child Care site before the official opening of
6:30 a.m. Care cannot begin before 6:30 am, even if Y staff is present.

 Departure: When you pick up your child from a Y program in the afternoon, it is a state requirement

that you sign him/her out on the attendance sheet provided.  If someone other than yourself is going to
pick up your child, regardless of whether they are on the official escort form or not, please provide
written documentation or contact your child’s Child Care teacher prior to pick-up.  Identification will be
checked and sign-out will be required.

PORTLAND BRANCH: 

HOURS:  All before school programs begin at 7:00 a.m. They continue until school staff come on duty to 

care for children at 8:30 a.m.  All after school programs begin at the dismissal of school and continue until 
5:30 p.m.  The Y operates on school days as stated in the official school calendar.   

ARRIVAL & DEPARTURE:  

 Arrival (South Portland locations only): When you bring your child to a Y program in the morning, it 

is a state requirement that you accompany him/her to the classroom and sign him/her in on the 

attendance sheet provided.  Arrival time, though not the best time for a lengthy discussion, is a good 

time to share information with your child’s teachers.  Children may not be left at the Child Care site 

before the official opening of 7:00 a.m. Care cannot begin before 7:00 am, even if the teacher is 

present.

 Departure: When you pick up your child from a Y program in the afternoon, it is a state requirement 
that you sign him/her out on the attendance sheet provided.  If someone other than yourself is going to 
pick up your child, regardless of whether they are on the official escort form or not, please provide 
written documentation or contact your child’s Child Care teacher prior to pick-up.  Identification will be 
checked and sign-out will be required.

Curriculum: 

Activities can range from gym games, games on the playground, arts & crafts, and much more. Parents 
should expect at least 30 minutes of physical activity daily (weather permitting), 15-30 minutes of quiet time 
for homework completion or other learning activities, and snack time.  Other activities may include 
community service, arts & crafts, walking field trips, weekly swimming (depending on location) or other 

projects driven by student interest. 

Sample Schedule (will vary at each site): 

TIME ACTIVITY Notes 

3:00PM-3:15PM Check In/Attendance Name Game, How was your day, etc. 

3:15PM-3:40PM HEALTHY Snack Water, fresh fruits/veggies, NEW options 

3:40PM-4:00PM Quiet Time/Homework Staff supported, coloring, word searches 

4:00PM-4:45PM Staff led physical activity Sports, teambuilding, special events 

4:45PM-5:15PM Special Project Arts & Crafts, guest speakers, special project 

5:15PM-5:30PM Social Recreation/Sign Out Games, puzzles, staff led activities 



8 

Walking to and from Child Care: 

There is a permission slip that the parent/guardian must fill out and sign prior to a child leaving Child Care 
and walking to another activity (sports, to the site from another school, or home).  Please see your child’s 
teacher for the form.  

Returning to Classrooms (not applicable to the Pineland or Portland Branch Programs):

As they leave their classrooms, children are asked to bring with them all books, supplies, coats, etc. that 

they need to take home.  Students are not allowed to return to their classrooms after school is 

dismissed for any reasons.  All rules of the school also apply to the Y’s Child Care programs. 

Staff Ratios and Qualifications: 

State licensing requirement: 
 1 staff for every 13 children (1:13) with children ages five (5) and above.

For state licensing purposes, all Group Leaders must be 18 years or older and meet one of the following 

criteria: 

 Child Development Associate (CDA) as awarded by the CDA National Credentialing Program
 Have one year (30 credit hours) of college work including a course in a child-related field.
 Have at least 6 months experience working in a licensed Child Care facility of 13 or more

children who are 5 – 10 years-old.

Quality for ME Program: 
 The YMCA School Age Child Care Programs are currently Step 1 quality programs, meaning these

programs are in good standing with child care licensing and all staff members are enrolled in the
Maine Roads to Quality Child Care Provider Registry. The Y is committed to working toward Step
4, the highest quality rating and includes national accreditation.

Holidays: 

School Age Child Care is not provided on the Holidays noted below. However, Vacation Camp will be offered 

on most holidays at the Y.   

Child Care billing is based on a weekly unit. Families do not receive a holiday discount and are required to 
pay their regular weekly rate when holidays fall within the days a child is enrolled in the program. 

2019-20 School Year Holidays:

September 2 
October 14 
November 11 
November 27-29 
December 23-31
January 1 

January 20 
February 17 
February 18-21 
April 20-24   
May 25

Labor Day 

Indigenous Peoples' Day*

Veterans Day* 

Thanksgiving Break* 

Christmas Break*  

New Year’s Day 

Martin Luther King, Jr. Day* 

Presidents Day* 

February Break* 

April Break* 

Memorial Day 

*Many of the Y’s Child Care sites offer Vacation Camp during school holidays (December 25th is an

exception). Please contact your Child Care Director for dates and fees.

Early Release Days: 

On days when the school dismisses early, care will be provided at all School Age Child Care program 
locations. Your child must be enrolled on the day of an Early Release Day in order to attend the Early 
Release Day program. Early release day programming begins when children are released for the day at 
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school based sites, or when buses arrive at Y site locations, this is typically between 12:00pm and 1:00pm 
depending on grade levels. 

Teacher In-Service Days & Snow Days: 

Care for Teacher In-Service days, Snow Days and singular Vacation Days are provided at the Y. 

All children must be at the Y no later than 10:00 am. Parents are responsible for transportation to and 
from the program. This must be paid in full at the drop-off in the morning of care, parents can also register 
for these days online. Children will need to bring a lunch, drink, snacks, weather-appropriate clothing, 
bathing suit and towel on these days. 

The fee for the full-day care program is $62/day per child.

Weather Related Policies: 

If the YMCA is closed, we will not offer a Snow Day Care or Child Care Programs. 

In consideration of the safety and well-being of our staff and the families we serve, the following is our snow 

closure policy.  The policy is as follows: 

Delayed start due to weather: If your child’s school is delayed in starting for the day due to the weather, 
we will not offer before school Child Care that day.  

PINELAND BRANCH NOTE:  The Pineland Branch will provide care due to the Before Care program 
being held at the Y. 

Early release due to weather: If your child’s school has an early release due to the weather (prior to 3:00 
pm), we will not offer after school Child Care that day. There will be no teacher present at the school site. 

PINELAND AND GREATER PORTLAND BRANCH NOTE:  The Pineland and Greater Portland 
Branches will provide care due to the After Care program being held at the Y.

Cancellation of after school programs due to weather: If your child’s school opts to close at 3:00 pm 
and cancels all after-school activities due to inclement weather, the Y will close its Child Care programs as 
well.   

In the event of a closure such as this, as soon as the Y receives this information, Y staff members will do 
their best to call or email parents and/or emergency contacts of all children affected by the closure to make 
sure they have alternate arrangements for the afternoon.  Parents must then contact their child’s school to 
notify them of their child’s dismissal plan. 

It is essential that your contact information remain up-to-date. Please be sure to notify your child’s Child 

Care staff and the branch of any changes in this information. 

PINELAND AND GREATER PORTLAND BRANCH NOTE:  The Pineland and Greater Portland 
Branches will provide care due to the After Care program being held at the Y. Buses will drop off
children at the Y and care will be provided until 6:00pm.  The exception to this would be in the case 
of extreme weather. If this were to occur families would be contacted via phone, email or text alert. 

Child Care Staff Development Days: 

The Y building and off-site programs may close for up to two days out of the school year due to Staff 
Development trainings. The Child Care Director will give all parents a minimum of one month’s notice as to 
when these will occur. On these days, parents will need to plan for alternate child care. You will not be 
charged your regular daily fee for care on these days. 
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Extra-Curricular Activities: 

If, during the school year, your child will be involved in special extra-curricular activities after school lets out, 
but is scheduled to come to Child Care, a phone call or note from the parent is required. Also, if the child is 
to return to Child Care after the activity, a written schedule will be necessary. This is for the safety of your 
child. If a child fails to return to Child Care at the scheduled time, the parent will be notified. 

Celebrations: 

If you would like to share this special day with the other children at the Y’s child care, please discuss it with 
program staff prior to the event.  Please be sure to ask about school and child care policies on allergies.  
Many of our programs are peanut and peanut product free.  We encourage families to include both treats 
and healthy choices at all YMCA School Age Child Care celebrations. 

Toys & Personal Possessions: 

If an item is precious to you or your child, please do not bring it to School Age Child Care.  We encourage 
toys and favorite items to be left at home.  

What children should leave at home: 

 All trading cards (including Pokémon)

 All electronic devices (children are welcome to keep phones in their backpack for emergency

purposes, but these cannot be used during Y child care). We highly recommend that all devices are
left at home.

 All toys of aggression or any weapons of any kind.

 Fidget Spinners & Cubes

 Stuffed animals

 Candy & Soda – We proudly follow Y-USA HEPA standards for Healthy Eating & Physical Activity,

these are not allowed at any Y child care location.

If you need to send an item from home (e.g. water bottle, towel, bathing suit, etc.) please label it with your 
child’s name. Please keep in mind that the Y is not responsible for lost or stolen items. 

Special Needs Policy: 

The Y believes that all individuals, regardless of special needs, should be integrated into our programs. We 
provide reasonable accommodations to qualified individuals with disabilities. However, there may be 

particular or special needs which our staff is not trained to manage, or that our staff to child ratio is not 
adequate to serve. In such an instance, the family or supporting agency will be asked to find and support an 
aide for the individual, or be referred to a program better suited to meet their needs. 

All participants must be able to participate safely in programs. We do not provide one-on-one supervision 
and retain the discretion not to enroll or to remove a participant from our program if that participant is not 
able to participate safely in the program.  

Children with special needs are welcomed at our Y programs if they are within the developmental ages that 
we serve and are able to be comfortable participating in their group's activities. The Y does not discriminate 
on the basis of disability alone. Children that require a one-on-one aid in school must provide one at 

the Y’s Child Care via family effort. Please call your programs Director if you have any specific questions. 

Medical Consultant: 

We use several sources to provide medical information to us. 

NORTHERN YORK COUNTY BRANCH: 
Our consulting physician/pediatrician is Dr. Cristina Manning.  Dr. Manning is on-call for medically related 
questions and assists the Y in making decisions regarding our medical policies. 
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PINELAND BRANCH: 
Our consulting physician/pediatrician is Dr. Brad Wagner from Family & Sports at Intermed.  Dr. Brad 

Wagner is on-call for medically related questions and assists the Y in making decisions regarding our medical 
policies. 

PORTLAND BRANCH: 
Our consulting physician/pediatrician is Dr. Timothy Hawkins of Portland Pediatrics.  Dr. Timothy Hawkins is 
on-call for medically related questions and assists the Y in making decisions regarding our medical policies. 

Behavioral Management Policy & Agreement: 

The expectation is that all children will follow the Y Core Values of: Caring, Honesty, Respect & Responsibility 

while in attendance at any Y School Age Child Care Program.  

The Y staff firmly believe that attending one of our programs is a privilege and every child has a right to get 
the most from their experience. We will not allow one child to deprive another child of their enjoyment of the 

program. The Y reserves the right to remove a child from a program for violent or inappropriate behavior 
that causes risk to the safety of oneself, others or the environment.  

When a behavior falls outside of needing gentle reminders and redirection the following guidelines are used: 

1. Take a Break – We ask the child to take a break in a quiet safe area that allows them to sit quietly,
not engage with other students or staff. This gives them time to relax and find some distance from
conflict. They are free to go back to their group when they are ready.

2. Second Break – If a child is asked to take a second break from the program, we will let them sit for
a few minutes to settle and when they appear ready will talk to them about what is going on and
create a plan for the remainder of the day. This may be simple solutions like asking for space and
letting the instructors know if there is a conflict. The child will then go back to their group with a
plan. Written documentation.

3. Third Break & Phone Call – If a child is asked to take a third break from the program, then they

are not allowed back into their group for the remainder of the day. The student will have to sit with
an instructor until they can be picked up from the program. A phone call will be made for early pick-
up. A conversations with the parent or guardian will happen at pick up time and a plan will be
worked out for future conflicts. Written documentation of this plan and past incidents will be noted.

4. Second Phone Call – If a second call is made to the parent of guardian, the child will be suspended
from care for a week.

5. If the behaviors discussed in the previous 4 steps remain unresolved and the child is no
longer participating in our program, we will have a discussion with the parent or guardian about
whether the YMCA School Age Child Care program is adequately equipped to meet the needs of the
student and family.

Please note: If an issue is severe, some steps may be skipped to deal with a situation appropriately. 

The following behaviors compromise the safety of the child and others: 
 Physically hitting, kicking, biting or other dangerous hands on actions

 Willful destruction of property
 Verbal bullying which includes intimidating and threatening others
 Leaving the supervision of staff within the program space or outside
 Refusal to follow directions from the instructors

NO REFUND WILL BE GIVEN for that week of care if a child is dismissed for behavioral reasons. 

Staff members, along with the children, are responsible for developing Rules of Conduct for the program. 
Rules will be kept simple, and posted, so that children can refer to the rules if necessary. It is important to 
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note that many discipline problems can be avoided simply by establishing rules, informing children of the 
consequences of their choices, using re-direction, and being consistent. 

Confidentiality: 

No information about children enrolled in our program will be shared with outside agencies or people without 

written permission to do so by the child’s parent or legal guardian. 

Photographs of the children may be taken and used for Y materials only if a family has chosen to agree to 
and has signed our Photo/Audio Visual/Narrative Release Waiver. Families can choose to not give consent on 
this form, prohibiting photographs of their child to be taken. 

Policies on Illness: 

Illness in children is a very difficult area to manage in child care and although we are not equipped to look 
after sick children, we understand that parents rely on us to provide care; our policies represent our best 

efforts to balance these conflicting needs. 

First of all, it is important to realize that in a group situation such as Child Care, illnesses (both major and 
minor) spread rapidly in spite of everyone’s best efforts. Staff members are instructed to be meticulous 
about hand washing before and after handling food. Children who appear to be sick are isolated as much as 
possible.  

In general, children who do not feel well should stay at home.  Children who feel well, who are not 
contagious, and who can participate in most of the normal activities of the day may attend the program. If a 
child did not attend school, then the child cannot attend Child Care on this day. 

According to the Y of the USA Medical Advisory Committee, as long as a child is not sick, a child with AIDS, 
Pre-AIDS illness, Hepatitis B and C virus does not pose a significant risk to the Y’s School Age Child Care 

program. Such cases will be evaluated on a case-by-case basis by the Child Care Director and the Y’s 
consultant physician’s office. 

It is important to observe Universal Precautions when dealing with all children in a child care setting since 

there is no way to know who is may be a disease carrier and who isn’t. This means that we need to treat 
everyone’s blood and other potentially infectious bodily fluids as if they are infected. Procedures include 
disinfecting a potentially contaminated area with a 10% bleach solution, wearing protective gloves, 

thoroughly washing hands and any other potentially contaminated skin area immediately or as soon as 
possible with soap and water (after removing gloves). 

In all cases, the program staff and the Y’s Child Care Director make the final decision about whether a child 
may attend a program. 

Fever: When a child has a fever of 100.6 or more, he/she should stay home until his/her temperature has 
returned to normal for 24 hours. If a fever develops while at Y Care, a teacher will call you, and you should 
come to pick up your child within the hour. 

Vomiting: A vomiting child should stay home, or go home if he/she is at the program. He/she may not 
return until the vomiting stops. 

Diarrhea: A child with severe and persistent diarrhea must stay home or go home from the Y program. With 
symptoms on the mend the child may come back to the program, but staff will call you if he/she thinks the 
diarrhea has worsened.  

Antibiotics: A child with a contagious condition, for which antibiotics have been prescribed, may not attend 
the program until he/she has had 24-hour’s worth of medication. A non-contagious condition on antibiotics 
may return as soon as the child feels well. (i.e. ear infection). If your child needs to receive medication while 

at Child Care, please see our Medication Policy below and be sure to complete an Authorize to Dispense 
Medication form when brining any medication to a Y Child Care program. 
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Impetigo: This is a very contagious condition and must be treated with antibiotics before the child may 
attend the program. If your child has scabby, runny sores, the teacher will call you and you must take your 

child out of the program until he/she is checked by the doctor. 
 

Strep Throat: This can show a variety of symptoms. You should have your doctor check for strep if your 
child has a fever, rash or sore throat. A child with strep must stay home until he/she is checked by the 
doctor and is on antibiotics for at least 24 hours. 
 
Chicken Pox, Mumps, etc.: Children who have been exposed to a contagious disease may attend the 
program during the incubation period, but you must inform us if your child has been exposed so that we can 
let others know. Children who have contracted one of these viruses must stay home until all contagion has 

passed. 
 
Conjunctivitis: Conjunctivitis is an infection of the eyes commonly known as “pink eye”. It is most often 
caused by a virus (like colds) but can also be caused by bacteria. Children with a discharge of pus from the 
eyes should stay home. Parents will be called if this symptom develops at the program. Children with eyes 
that are pink but not discharging pus are permitted to attend. Children who are treated with an antibiotic 

may return after using medication for 24 hours. 
 
Lice: If your child is discovered to have live nits, you must pick up your child from Child Care. You must also 
take proper action to prevent spreading to other children.  If you have any questions as to how to take care 
of lice on your child or at home, please feel free to talk to your Child Care staff or your child’s doctor.  
 

Medications:  
 

The State of Maine Department of Health and Human Services administers strict guidelines in the area of 

dispensing medication to the children in our care. Whether a medication is prescription or over the counter, 
the appropriate documentation must be in our possession before we administer any medication. 
Parents must sign an Authorized to Dispense Medication form, which allows us to administer the medication. 
A separate form is required for each medication. This form can be found online, or by ask your teacher for 
the form when you bring in the medicine. Medicine should always be brought in by the parent (not in the 
child’s backpack or lunch box). Medication MUST be in the original container, with the doctor/pediatrician’s 
name, the name of the medicine and the dosage on it, and should be labeled clearly with your child’s name.  

Without the proper documentation, we are unable to administer any medication. 
 

Emergency Procedures: 
 

If your child becomes ill, you will be notified, and asked to pick him/her up within the hour.  If the illness 
seems serious (for example, if there is a high fever, or we suspect concussion), we will call your 
pediatrician/doctor or emergency services and follow directions. 
 
In case of an accident, the procedures are as follows: If the accident is minor, simple first aid treatment is 

applied to the injury, and you will be notified either at the time, or when you pick up your child. 
 
If the accident is more severe, we will call you immediately. If you cannot be reached right away, we will call 
your emergency contact, and will arrange to have the child taken home or to the hospital if that seems 
advisable. A child who is seriously injured or becomes severely ill will be treated based on First Aid/CPR 
protocol, including calling EMS if necessary. If medical treatment is needed, the child’s signed Health History 
waiver will be pulled to show that treatment is authorized. 

 
Fire Drills & Evacuations: 
 

We hold fire drills each month.  In accordance with the Maine Fire and Safety Codes, each Child Care room 

has two means of emergency egress.  In the event of a fire, the teacher will take the attendance sheet with 
them as he/she evacuates all children in a quick but calm and orderly fashion.  The teacher will be 
responsible for making sure the entire group has been accounted for before s/he leaves the building.  
 
National Emergency: 
 

In the event of a national emergency/disaster, the Y’s Corporate Offices will notify the programs Director 
that the Y and its programs are closing.  If this happens, the following procedures will be put into place: 

 The program Director will call each site and explain the situation and procedures. 
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 The children will be kept inside. If applicable, the shades will be drawn in the room.
 The door/entrance to the room/area will be shut.

 The group leader will call each parent to come and pick up his/her child.  If staff cannot get in touch
with the parent, the emergency contact will be called.

 If the parent is NOT picking up, the emergency contact WILL be asked to show ID.
 Your child will need to be picked up within the hour.

Snacks: 

In response to a call by former First Lady Michelle Obama and the Partnership for a Healthier America, the Y 
has expanded its longtime commitment to supporting healthy living by adopting a set of Healthy Eating and 
Physical Activity (HEPA) standards. Based, in part, on years of research with key partners, the HEPA 
standards will build a healthier future for our nation’s children by creating environments rich in opportunities 

for healthy eating and physical activity. 

Children in Afterschool programs receive a healthy snack each day. Times may vary program to program, 
please check with program staff at your site. 

HEPA standards include: 

 Water is accessible and available to children at all times, including at the table during snacks

and meals. Water is the only drink available during program hours.

 Engage parents and caregivers using informational materials and activities focused on healthy eating
and physical activity a minimum of once every three months (a minimum of three to four times per
year).

 Food/Snack is provided daily and includes fresh fruits or vegetables served family style. All snacks
meet USDA and CACFP guidelines for serving sizes, preparation, storage and service. Outside snacks,
including, but not limited to fried foods, candy, sugary drinks are not allowed during program hours.

 Screen Time: All Afterschool programs prohibit the use of digital devices when it comes to screen
time. Screen time may be limited to educational pursuits under the supervision of program staff. If

children need devices for homework, arrangements must be made in advance with program staff and
limited to 30minutes per program day.

The YMCA participates in the Child and Adult Care Food Program (CACFP). Enrollment forms must be 
completed for each child annually.  We do serve snack in the afternoon that complies with guidelines set by 
the program. Parents are welcome to supplement with snacks from home. Please note that there may be 
restrictions placed on snacks depending on if a child in the program has a food allergy. 

Child Abuse Law: 

The YMCA School Age staff members recognize that as child care workers, we are mandated reporters of 
physical or emotional abuse, according to the State of Maine Department of Health and Human Services 

Rules for the Licensing of Children’s Day Care Facilities. 

If, in our professional capacity we have reasonable cause to believe that a child is suffering from serious 
physical or emotional injury, we will immediately report it to the Department of Health and Human Services. 
A written report will follow the oral report. 

As child care professionals, we are acutely aware of children’s vulnerability and of parent’s concerns about 

this. We are also aware that an allegation of abuse either true or false against one of us means an end to 
our chosen career. In attempt to avoid any problem or accusation, the Y’s School Age Enrichment Programs 
have the following policies: 

 All teachers have an SBI (State Bureau of Investigation) check done prior to employment at the YMCA of
Southern Maine, along with three verbal and/or written reference checks.

 In order to protect Y staff and children, the staff and children must be within sight and/or sound of each
other at all times.
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Y Summer Camp: 

When school is out for the summer and Y Child Care is no longer in session, consider the YMCA of Southern 

Maine Day Camps for your summer care needs. Summer Camp is available at all of our branches and at 

Otter Pond Outdoor Adventure Camp in Standish.  Information will be made available to you as summer 

nears or you can call your local branch or visit the website at www.ymcaofsouthernmaine.org/camp.  

CASCO BAY BRANCH – Camp Osprey 

ATTN: Jennifer Genthner
14 Old South Freeport Road 

Freeport, ME 04032 

207-865-9600

jgenthner@ymcaofsouthernmaine.org

NORTHERN YORK COUNTY BRANCH – Camp Sokokis 

ATTN: Danielle Cote 

3 Pomerleau Street 

Biddeford, ME 04005 

207-283-0100

dcote@ymcaofsouthernmaine.org

PINELAND BRANCH 

Camp Pineland ATTN: Kara Phillips
Otter Pond Outdoor Adventure Camp (Standish, ME) ATTN: Liza Stratton
25 Campus Drive Suite 100 

New Gloucester, ME 04260 

207-688-2255

krich@ymcaofsouthernmaine.org

PORTLAND BRANCH – In-Town Camp  

ATTN: Cheyenne Geyer
70 Forest Avenue 

Portland, ME 04101 

207-874-1111

cgeye@ymcaofsouthernmaine.org

http://www.ymcaofsouthernmaine.org/camp
mailto:jgenthner@ymcaofsouthernmaine.org
mailto:dcote@ymcaofsouthernmaine.org
krich@ymcaofsouthernmaine.org
cgeyer@ymcaofsouthernmaine.org
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YMCA Healthy Living Guidelines for Child Care Programs 
 

At our Y, we are committed to nurturing environments that allow young people to thrive.  Our Child Care, 
School-Age, and Camp programs agree to abide by the following guidelines that build healthy spaces, mind, 

body, and spirit. 
 

 Creating Healthy, Supportive and Safe Spaces: We will design program space that is safe, 
accessible for students, and full of visual cues that support our healthy living guidelines like food 
pyramid posters and monthly snack calendars. 

 

 Physical Activity: We will incorporate at least 30 minutes of moderate to vigorous physical activity into 
our programming every day (weather and space permitting). 

 

 Healthy Snacks: 

o We will serve healthy snacks, serving fresh fruits or vegetables whenever possible. If treats are 
available, there will also be a healthy option. 

o If students bring snacks from home, we encourage parents to send healthy snacks. 
 

 Limiting Use of Electronics: We will limit the use of Nintendo DS/PSP/gaming systems and television 
watching to less than 30 minutes total per week, unless parents are notified with 1-week advance notice 

of a special occasion or event.  Per state DHHS licensing regulations use of electronics in licensed school-
age programs must be educational.  Program staff also agree to provide a non-electronic alternative 
activity for students at all times. 

 

 Quiet Time and Spaces:  
o We will provide quiet time for students to work on homework each afternoon (no less than 

fifteen minutes). Students without homework will engage in other quiet activities.  
o Each program space will have a “Take a Break” space for students needing personal time. 

 

 Staff Role Models: Y staff will role model healthy actions and behaviors, including but not limited to: 
using positive behavior management techniques and language; choosing healthy snacks; and arriving at 

program ready to play, interact, and have fun with students! 

 

 Healthy Conflict Resolution: We will encourage youth to mediate and solve their problems in a 
healthy way.  This may include discussions, filling out “Think-About-It” forms, and using “Take a Break” 
spaces. 

 

 Advance Planning: Staff will plan lessons and activities ahead of time and will provide parents with a 

site-specific newsletter at least once a month. 
 

 Communication with Stakeholders: We believe that our program can only thrive if we openly 
communicate with school (administrators, teachers, secretaries, custodians) and family stakeholders.  

Staff will regularly communicate with them to ensure the program is meeting everyone’s needs. 
 

 Participation by All: We will encourage all students to participate in all activities (e.g. trying a new 
activity for at least five minutes; sampling new foods by taking at least one bite, etc.) 

 

 Student Input: Each month, staff will ask students to provide input on programming and spatial set-up 

so they can plan high-interest activities. 
 

 Food as a Reward: We will not use food as a reward in Y programs.



Updated 7/2018

PARENT HANDBOOK 

2019-20 School Age Child Care Programs

Please read, sign and return this form before your child begins Child Care at the Y. 

I hereby acknowledge receipt of the YMCA of Southern Maine’s School Age Child Care Program Parent 

Handbook.  I understand that the policies and procedures may be changed at any time, with or 

without notice and that I will receive notification if and when these changes occur.  I have had 

explained to me any portions of the handbook about which I did not understand.  I realize that by 

signing this I agree to comply with the above policies.   

__________________________________________ ____________________ 
Parent/Guardian Signature     Date 

__________________________________________ 
Printed Name 

__________________________________________ _____________________________________ 
Child’s name              School/ Child Care Program Location 
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