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HOLDEN RECREATION 

BEFORE/AFTER SCHOOL PROGRAMS

SUMMER ALL DAY PROGRAM

1.  STATEMENT OF PURPOSE 
The Before and After School and the All Day Summer Programs were created because of the numerous requests received from parents within the Holden community. The Programs are offered to provide a recreational experience for elementary school aged children (ages 5 –12) when school is in session. The before school hours are 7:30–9:00am, and the afternoon hours immediately following school dismissal are 3:30-6:00pm. During the summer the program runs weekdays from 7:30am-5:30pm, except for July 4th.  The primary goals are: to offer an affordable, safe recreational based program to stimulate creativity, improve physical fitness, increase social skills, build self-confidence and to provide enrichment opportunities that meet the physical, social and intellectual needs of the child.   The curriculum will include learning experiences that support problem solving, critical thinking, communication and relationship building.  The student/staff ratio is approximately 13/1.  The Recreation Department does not provide 1 on 1 care. 

The Programs are operated by the Town of Holden Recreation Department.

Participants must provide their own transportation to/from the Programs. If parents elect to transport their child to the Program, they are responsible for making the needed arrangements and paying for those arrangements. 

The participants will enjoy different activities throughout the week.  They will participate in sports, arts & crafts, individual/group games, board games, etc.  If a child brings personal belongings from home, they should be clearly marked with your child’s name. The Recreation department is not responsible for any lost, stolen or missing articles.

The Town of Holden does not discriminate in providing service to residents on the basis of race, religion, cultural heritage, political beliefs, national origin or disability.  The Recreation Department is a public entity which strongly believes in providing life balancing, survival, leisure, educational and healthful living pursuits for all populations within the community.  The Recreation Department is a self-sustaining department and offers year round programs.

A parent wishing to enroll their child in the Before/After/Summer Programs are required  to complete a registration packet which is available online or visit the Recreation office.  Parents who are new to the Programs, must return all completed forms to the Recreation office so that an orientation and overview of the Programs can be conducted.

2. TRANSPORTATION 

The Recreation Department does not provide transportation to and from the Before/After School Programs or the All Day Summer Program.  Transportation is the responsibility of the parents.  Field trips will not be planned as part of these Programs.  Only those people listed on each child’s information form may pick up a child at the end of the Program day.   Staff cannot and will not transport children home.  If for some reason parents can not pick up a child by the designated time, alternate transportation should be arranged prior to the day and the staff notified, if at all possible. Please make sure that every possible person is listed who may pick up your child. Children will not be released to anyone who is not identified on the Emergency Contacts Consent Form or the Transportation Authorization Plan.  People picking up children MUST show proper identification to staff prior to the child being released. Parents are responsible for notifying their transportation person or company of any changes, cancellations, or holiday/vacation/sick days. Pick-ups after the posted dismissal time will result in a late fee of $1.00 per minute/child.  There are no exceptions to this rule.  Repeated lateness may result in termination from the Program. 

In the event of an emergency, when a child must be transported to a medical facility, the Holden police department will be called for ambulance service dispatch.  The cost of the ambulance will be the responsibility of the parent.  

3.  PARENTAL VISITATION 

Parents are welcome and encouraged to visit the Before and/or After School Program and the All Day Summer Program.  The staff is eager to work with parents.  If you have any comments, suggestions, or ideas, please feel free to share them with the staff.  We welcome and invite your input.  The Department of Early Education and Care requires us to prepare a written report annually, documenting the progress of each child in the Programs.  Parents will be provided a copy of the Progress Report mid-way through the school year.  Any parent wishing to discuss the Progress Report can speak with the on-site staff.  Parents are requested to notify the Director of Recreation if you desire to have a formal meeting or conference with the staff.  An appointment will be scheduled at a convenient time that will not interfere with the care of the other children.  Parents may communicate with the on-site staff through conversation, written notes or letters, scheduled meetings, conferences and by the phone.  Staff will report communications to the Director of Recreation in her office at 508-829-0263.

Parents may contact the Department of Early Education and Care for information regarding Davis Hill, Mayo and Dawson Schools Before and After School Programs regulatory history.

4.  TERMINATION AND SUSPENSION POLICY 
Any participant inflicting harm to himself/herself or in any way becomes an uncontrollable danger to the Program, the other participants or staff will be terminated from the Before/After School Program/All Day Summer Program and the parents will be called immediately to pick up the child.  Termination may also occur when a participant’s parent (guardian) poses a danger to the Program, the other participants or the staff.  If a parent exhibits a breakdown of trust or a lack of trust with the Program, its policies, and/or procedures, this could also be cause for termination.  Termination can also result from chronic inappropriate behavior that cannot be corrected.  A child may be suspended for one or more days, depending on the severity of the incident.  Payment is expected if a child is suspended. If this should happen to your child, an incident report will be filled out, placed in your child’s file and a copy will be given to the parent.  A copy will also be given to the Recreation Director.  A conference between the Recreation Director and the parent may follow.   If for some reason termination is warranted, a letter will be written explaining the reasons for termination.  In the case of a suspension, a conference with the Recreation Director may be necessary before the child may return to the Program.  

The following are serious violations of behavior which could result in suspension: repeated gross disrespect, inappropriate vulgar language, fighting, kicking, spitting, biting, bringing weapons to the Program, defacing school or Program property, drugs or alcohol in possession of a child, etc.  In most instances immediate termination could follow. 

5.  SNACKS AND NUTRITIOUS ITEMS 
Participants may bring a snack to the Program, but a drink and snack are provided daily in the After School Program.  Juice is provided in the Before School Program.  A juice and snack are provided in the morning during the All Day Summer Program.  Included in the child’s snacks are popcorn, granola bars, baked goods and other nutritional items.  Staff are trained in USDA nutrition requirements.  If parents do send snacks, please give some thought to the nutritional value of the food.  Children should not be overloaded with sugar.  If your child is allergic to certain foods, please be sure this is noted on the parental information sheet in your registration materials. 

6. LINES OF AUTHORITY 

The Before/After School/All Day Summer Program staff reports to the Director of Recreation or the Recreation Leader.  The Recreation Leader reports to the Director of Recreation.  The Director reports to the Town Manager and the Town Manager reports to the Selectman.  There is also an advisory Recreation Committee to the Department of Recreation, which is appointed by the Town Manager.  The Committee should be contacted prior to any communication with the Board of Selectmen.  Parents are always welcome to give input to the Program, discuss concerns, give complaints or communicate other issues with the staff, the Recreation Leader, the Director or the Recreation Committee.  We ask that you follow this “chain of command” prior to moving to the next level.  Thank you.

The Department of Early Education and Care is the licensing authority for these Programs.  Parents are welcome to contact them.

7.  PROCEDURES FOR REPORTING ABUSE AND NEGLECT 

All staff in the Holden Recreation Department are mandated to report suspected incidents of child abuse and neglect as required by M.G.L.D. 119,s. 51A.  Whenever any staff suspects child abuse and/or neglect, whether within the Program or by an outside individual, it is mandatory that the staff report the incident to the Director of Recreation.  The Director will then notify the Department of Children and Families as required, as well as the Department of Early Education and Care.

In the event of an investigation, all staff will cooperate to the fullest with the Department of Children and Families.  Cooperation shall include, but not be limited to identifying parents of children currently or previously enrolled in the Program; providing consent for disclosure to the Department of Early Education and Care and allowing the Department of Early Education and Care to disclose information to any person and/or agency by specifying, as necessary, to the prompt investigations of allegations and the protection of the children.  The Holden Recreation Department’s failure to cooperate may be grounds for suspension, revocation/ refusal to issue or renew a license; therefore may also be grounds for suspension or dismissal of an employee.  The Town of Holden reserves the right to submit all information and inquiries to the Town Counsel upon the Director or Town Manager’s discretion.

Any staff person suspected of abuse and/or neglect may be suspended immediately or moved to another job not directly in contact with children as determined by the Director or Town Manager, until the investigation by the Department of Children and Families and/or the Department of Early Education and Care is complete and the staff person is approved to return to his/her position, or terminated as a result of the investigation.

8.  BEHAVIOR MANAGEMENT
No child shall be subjected to abuse or neglect, cruel, unusual, severe or corporal punishment including: any type of physical hitting inflicted in any manner upon the body; punishments which subject a child to abuse, ridicule or humiliation, denial of food, rest or bathroom facilities, punishment related to eating or not eating food.  Staff are prohibited from generally using raised voices or angry tones. 

The behavior rules and policies will include:

· Every child has the right to be safe.

· All staff and children should abide by the above statement.

· Inappropriate behavior should be dealt with by staff and, if needed, by parents. 

·  A behavior management system will be designed that compliments the system used at school. 

· Staff should praise appropriate behavior, yet expect it from children.

· Inappropriate behavior shall be dealt with verbal communication warnings and/or time-out period for an appropriate amount of time.    

If inappropriate behavior continues and the parents have been notified, the child may be asked to leave the Program for a maximum of three days.  If inappropriate behavior continues, the child may be asked to leave the Program permanently. All children should report to the homebase area (cafeteria) directly following dismissal from school and at the beginning of the morning/summer Program. No child should leave the homebase area unless with staff or with the permission of staff.  Incident reports will be filled out and placed in a child’s folder each time the child misbehaves.

Parents should recognize that the many nuances of disciplinary infractions preclude describing the rules and procedures for every event that may possibly transpire. Thus, it should be understood that reasonable latitude for decision making of the staff is a necessary component for the establishment of a behavior management plan. 

Staff and children will respect one another.  Care for other’s feelings and respect for other’s differences are expected from both staff and children.  The Recreation Department believes that care is what sustains us all, care for ourselves and others, consideration of feelings, and concern for those who need help and understanding.  Respect for oneself and others, respect for each other’s property and respect for rules are the foundation of our human dignity and the Before/After School and All Day Summer Programs.

9.  REFERRAL SERVICES 

The Holden Recreation Department works with families in the Holden community and participates in all programs for referral to appropriate resources in the area.  Staff who feel a child or family need to be referred for a service for social, mental, health, educational or medical needs shall give a verbal and written report to the Director of Recreation.  The Director will then determine the needs of which staff should be involved, if any.  A meeting with parents shall take place with the Director of Recreation and, if appropriate, the school guidance counselor or principal.  The discussions would take place on referral sources from the Wachusett School District and will include any actions that need to be taken.  For any medical, hearing or vision referrals, the child will be referred to U. Mass Memorial Children's Medical Center. 

For any mental or social problems, children will be referred to the Child and Family Services of Worcester or the U. Mass Memorial Children's Medical Center.   The Health Care Consultant may also act as a referral source.  Each school also has a school nurse who is readily available for school district referrals.

Often parents request information for referral services.  Parents should be instructed to contact the Recreation Director at her office by calling 508-829-0263. All information given by a participant or family member is confidential.  Confidentiality laws in Massachusetts are very strict and the Holden Recreation Department and staff must comply with this.  

Please identify, upon enrollment, if your child is considered a special needs child. 

10. HEALTH CARE POLICY 
The Health of Your Child: 
Your child’s health is a matter of major importance to all of us.  Upon enrollment, you must certify that documentation of a physical examination and immunizations in accordance with public school health requirements is on file at the child’s school. Your child may be sent home if he/she appears to have symptoms of illness during the Before/After School/All Day Summer Program. In such cases, he/she is immediately isolated from the others and a parent or designated substitute is contacted. 
Keep Your Child Home if:

His/her cold is over, but left with a minor nasal drip.

He/she has been exposed to a communicable disease, but the Program has been notified so the incubation period can be determined and followed. 

If your child is going to be absent from the After School Program, parents must call and notify the Recreation office at 508-829-0263 to inform us of your child’s absence.
Accidental injury:

In case of an accidental injury, we will make an immediate attempt to contact a parent. If necessary, we will also call for an ambulance.  Until the arrival of the parent, the Recreation staff, Recreation Director or Police Department will be in charge until the emergency medical response team arrives. You will be expected to assume responsibility for any incurred expenses not covered by your insurance. The Programs will maintain a parent’s consent form agreeing to this provision. It is to your child’s benefit that you keep the Programs up to date on all phone numbers, emergency numbers and other pertinent information.

Potential Emergency:

In the event of an emergency, the Before/After/Summer staff will follow recommendations of police, fire and emergency personnel. 

Evacuation 

All sites have emergency evacuation procedures posted.  If evacuation is required, staff will escort all children outside and take attendance in the designated area. Staff will take the children’s files, medications, attendance lists and first aid kit when leaving the building.  If an alternative safe location is required, children and staff will proceed to the designated areas:  Designated areas are (1) Dawson School – Holden Senior Center;  (2) Davis Hill School – Holden Senior Center;  (3) Mayo School – soccer field, until transportation to the Holden Senior Center is arranged.  Parents will be notified by the Recreation Director using email and text message blasts, and staff using cell phones.  Staff will take attendance prior to leaving for the designated area, and again upon arrival.  Wait for directions from emergency personnel.

Shelter in Place
This procedure will be used when emergency circumstances dictate that students remain in place and do not exit the building.  The staff will keep all students in place, lock the doors in the cafeteria and/or gymnasium, take attendance and wait for directions from emergency personnel.  Parents will be notified by the Recreation Director using email and text message blasts, and staff using cell phones.

Threat of Violence

In the event of a threat of violence, the staff will secure the children in the safest location and call 911 to report an incident has occurred.  If the children are in the cafeteria:

Mayo School – the large closet at the front of the cafeteria


Dawson School – the kitchen area


Davis Hill School – the teacher’s room

At all 3 sites, staff will gather the children, close and lock all the doors, move children away from doors and windows, have children sit quietly on the floor, turn off all the lights and wait for emergency personnel to unlock doors.

If children are in the gymnasium:  A staff member will lock the doors and turn off lights while other staff direct the children onto the stage behind the curtain and have children sit quietly.  All will wait for directions given by emergency personnel.

Missing Child

The site co-ordinator will immediately start calling the emergency contact numbers, while another staff person checks with the main office to see if the child was in school.  If yes, contact the bus driver to see if the child got on the bus.  The staff should check the bathrooms, classrooms and hallways.  If negative responses from the contact numbers and bus driver, call 911 to alert the police.

Administration of Medicine:
Prescription Medication must be brought to school in its original container and include the child’s name, the name of the medicine, the dosage, the number of times /day and the number of days the medicine is to be administered.  If your child is on any medications which may have to be administered during either the Before/After School/Summer All Day Programs, you will need an "Individual Health Care Plan" form completed and signed by your child's health care practitioner.  These forms need to be completed on an annual basis.  All prescription medications must be in the containers in which they were originally dispensed and with their original label affixed.  Over-the-counter medications must be in the original manufacturer's packaging.  Medications will be stored according to their instructions, and be kept out of reach of children.
At least one staff member with training in medication administration is present at any time that children are in our care.  Staff  also receive training in recognizing common side effects and adverse interactions among various medications, and the potential side effects of specific medications being administered.  Parents will be asked to take unused medications at the conclusion of the school year (or summer programs).  Any medications left behind will be disposed of in a proper manner as dictated by the Board of Health.
Allergies:

Allergies NEED to be identified on the original child fact sheet.  Children’s allergies will be listed on the allergy list which is attached to the daily attendance clipboard, for staff use only.  The life-saving medication, and its’ location will be listed on the allergy list as well.
SIDS RISK REDUCTION INFORMATION:
The following practices are the recommended ways to reduce the risk of SIDS (sudden infant death syndrome):  place child on back to sleep; avoid overheating; provide a safe sleep environment along with supervision; only lay child on “tummy” when awake and supervised.

CHILDREN’S RECORDS:

All children’s files are on-site at the child’s school.  Parents may ask to review or update these files at any time the Program is in session.
