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Should you need this handbook in your native language, please contact
Suzy Pfeifer, Director, at 203-966-4528, ext. 163.

I. PHILOSOPHY & OBJECTIVES

The Kids Unlimited Afterschool Program provides children in gra@lesitiK quality care during
afterschool hours. The program is based on the National School Age Child Cardibtotiels w
worked sccessfully in hundreds of YMC&cross America. The purpose of the afterschool program
is to provide an environment which will promotecseifidence and growth in children through self
discovery, choices, varied environments, phgisigalartistic development, quiet times, and-home
work assistance.

The happiness, safety, and well being of the children enrolled are the primary objective of all st
associated with the afterschool program. The staff will strive to provide a warmg nurt
environment which is conducive to the developmental growth of each child. The program is flexib
enough to accommodate different age groups, fulfill special needs of the children and allows them
take part in their favorite activities at the YMCA

The program is oriented toward the enrichment of the family. Parents are invited to visit the progra
at any time.

Il. ENROLLMENT

REGISTRATION PROCEDURE

Registration for the 28R@0® school year begins on Ja6e20@. Registration is done on a fogne
first-serve basis and must be done in person at the New Canaan YMCA Front Desk. When tt
program becomes full, a wait list will be developed. There is no fee required to have your name on
wait list.

To reqister your child to begin the program on Tuesday, September 2 (first day of school):

1. By Friday August 1, 2@submit youmonrefundable deposif $12500with completed
Registration/Payment Sheet.

2. By Friday August 5, 20@®, the first maith's tuitionis dueplusthe participant must hage
vaid YMCA Youthor Family membership

3. ByFriday August 22, 200&l children must haven file at the YMCA completad upto-
date required paperwankluding a current Health Assessment Form (medical form)

Registration taking place after August 15 and before August 22 requires:

1. At time of registratiorNon-refundable deposif $12500, plus full paymeof the first
month's tuition submitted with the completed Registration/Payment Sheet plus the participan
must have a valid YMCA Youth or Family nmestip.

2. By Friday, August 220®, all childenmust haven file at the YMCA completed upto-
date required paperwaricluding a current Health Assessment Form (medical form) and a
current closep photo (school picture)

LATE REGISTRATIONS (after August 22):

Any child registered after Friday, August 22 will not be admitted into the program utibraay,
September 8, 2008.

Any child registered on or after Tuesday, September 2 will not be admitted to the program uatil
business days from the date of registration (unless previously agreed upon by director)

The following mustubmitted with alhtereqistrations

1) completed Registration/Payment St®@etonrefundable deposit of $125.8)Xull payment
of the fir s4valudMCA Nauth or FamilytMiermbershi),complete and up
to-date required paperwork includimgiment Health Assessment Form.
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1v.

REVISION OF ENROLLMENT DAYS

REQUEST FOR ADDITIONAL DAYS

If you would like your child to attend the program on a day, or for addibiarsalthat he/she is not
normally registered, it must be arranged with the Director beforehand, as we have a limited number
available spaces. If space is available on the particular day, your child may attend at an additional f
$25.00 peday.

REDUCTION OF DAYS/WITHDRAWAL
Reduction of DaysThirty (30) days written notice of reduction or withdrawal to participant's number
of days, must be submitted to the Director in order to terminate responsibility for monthly tuition
payments.
Withdrawal fom Program:A 30-day written notice is required in order for the $125.00 deposit to be
applied to your final tuition payment

At any time, if the stafeel that a child's enrollment is detrimental to the health or progress of
himself/herself or otherhddren, and withdrawal is deemed necessary;ratgoraefund of the
remaining tuition will beturned to the parent if applicable.

MEMBERSHIP

A current YMCA Youth or Family membership is required. YMCA membership must remain active
throughout theorogram year. Membership renewal fees will be added to the Kids Unlimited monthly
tuition bills prior to membership expiratiddlease contact the YMCA Front Desk for membership
fees.

MEDICAL AND GENERAL INFORMATION

All children must have a copyhad/her current school physical examination on file at the YMCA at all
times. Completed and-tgpdate required paperwaskd a current close up photo (school picture)
must also be on file for each child to be admitted to the program. All necessarg foatusled in

the back of this handbaok

It is the parent's responsibility to be sure phone numbers of emergency contacts, authgpized pick
persons and physicians are kept up to date. This is of the utmost importance in case of an emergency

All children attending this program must be toilet trained.

No medications are administered at Kids Unlimited except in the case of emergency needs. See
Director regarding special situations or if you have any questions.

TUITION AND BILLING

KU 2008-09 FEES

ALL PARTICIPANTS

5 days/week $295.00month
4 days/week $425.00month
3 day/week- $33500month




VI.

BILLING AND PAYMENT POLICY

Tuition is due and payable monthly (Aulylast) on the 15th of eaationth for the following month.
After the 25th of the moht a finance charge$#5.0er month will be charged on past due accounts.

Monthly bills will include tuition fees, and may also include any of the following fees as incurred:

- Additional Attendance Days/Hours Kee2)
- Late PickUp Fe€(p.4)

- "Finders Fee" for absent chifa 4)

- YMCA membership/renewal fge 2)

- Finance charge on delinquent (pli8)

Monthly billing concerns should be addressed to the Kids Unlimited Director prior tottite mon
payment deadline.

If full payment is still not received by the first Monday dbllegving month, the child mawpt be
allowed to attend until full payment is made. Bills will be sent to your homes monthly.

Note: Tuition is required, regardlessab$ence, due to iliness or personal vacation. Public school
vacation days have been factored out of the annual tuition payment.

Tuition assistance may be availaBflications are available at the YMCA Front Desk or you may
contact Carol Antrum atehYMCA for further information (986B28Ext. 140).

HOURS OF OPERATION & GENERAL PROCEDURES
HOURS OF CARE

The Kids Unlimited program follows the New Canaan Public School calendar. The program operat
every school ddgom school dismissal until 6:00 PM. In New Canaan, children are picked up from
their school (public schools and St. Aloysius) by the New Canaan Bus Service and brought to t
YMCA.

ABSENCE PROCEDURE

The Kids Unlimited program has a Voice Maile8y for absence notificatigincan be reshed 24
hours a day at: (203) 9ER®8, ext. 163Please cabefore 11:00 AM when absence is anticipated on a
child's scheduled day.

When calling the Voice Mail, be sure to sjeakyand:
1. Indicate you are calling for Kids Unlimited.
2. State: The date / Your full name / Your child's full name.
3. Record your message.
4. Leave a phone number where you megdigeached on that day.

Note: 7The YMCA Front Desk does not take absence messages.




"FINDERS FEE"

In cases ten a child does not arrive at the New Cavi®A on their scheduled day, and the Kids
Unlimited staff has not been informed of their absence, the child is classified as a "missing child” f
state licensing guidelines.

Verifying the safety and locatiorirafssing children” takes a considerable amount of time (on average
1 hour),therefore resulting in the children who are in attendanceceiving the quality/quantity

staff time and attention they deserve. The safety of each child is of utmistdenfmus, and the
absence proceduresist be followed.

In light of this problem, it is necessary for us to chakgjeders Fee' of $20.00 on any occasion that
the KidsUnlimited staff have not been notified of a child's absence on their scheduled day

PICK-UP PROCEDURE

The Kids Unlimited day ends at 6:00 PM. All children must be picked up by that time, and
signed out on the appropriate forms, printing your name and time of departure. Only authorized
persons, as stated on your "RipkEmergency Cdn a c fors davailable at the back of this
handbook) may sign out and pigkyour child. If at any time you intend for an individual who is on
your -UpFRiEanker gency Contactdé form, to pick up
made diregtlto the Kids Unlimited staff in order for us to release your Abildorized persons will

be asked to show photo identification before a child is released to him/her.

LATE PICK-UP POLICY

A late pick-up fee will be charged to any parent arriving after 6:00 PM. The late fee will be $5.00

per child, per 5 minute intervals or any part thereof. Asa courtesy, please call the Kids Unlimited
staff if you anticipate being late on any given day. Parents who are consistently late may be request
find ather care which better meets their schedule.

EARLY DISMISSAL FROM SCHOOL

On days when the public schdwse earlgismisal,the program will be in operation to those who
normally attend on that day at no additional@&ddrenwho do not normallgttend the program on
that day, may come for an additional fee of $30.00 and prior approval from the Director.

Private schodjincluding St. Aloysiusarly dismissal daye not always coincide with the New Canaan
Public School calendahildrenmay cane for an additional fee of $30.00 and prior approval from the
Director.

VACATION DAYS

During most of thepublic school vacation weeks, as welinamost singigay holidayshe YMCA

offers a "Vacation Camp" program. The program is available frod8:@00 PM during these

times in order to accommodate working parents. Field trips, entertainment and special activities will t:
place during these days.

The "Vacation Camp" program is nottpd the Kids Unlimited Aftechool Program. The Kids
Unlimited annual tuition does not include payment for public school vacation weeksdaty single
holidays when both the public schools and KU are closed.

Kids Unlimited participants receive information about the "Vacation Camp" program prior to the
communityand may attend the extenttay programs from 8:00:00 am and/or 5:096:00 pm at

no additional charge.

There will be no programs, Kids Unlimited or "Vacation Camp”, on the following days*: Labor Day,
Thanksgiving break, Christmas vacation, New Bag'§€ood Friday and Memorial Day.

* Schedule subject to change due to school schedule, weather conditions, etc.
~ 5 ~



VII.

SCHOOL CLOSINGS

If the New Canaan Public Schools are closed, due to weather, the Kids Unlimited program will &
cancelled.

If the New Canaan Public Schoatgl St. Aloysius diss the students from school early, due to
weather, the children scheduled to attend Kids Unlimited on that day will be transported to the YMC,
as usual. Parents will be contacted to andhpick up their child(ren) by a designated time.

If the scheduled children have already arrived at the New CanaafrofMitbair respective schools,
and early shut down of the facility is deemed necessary, parents will be contacted to come and picl
the child by a designated time.

Refunds are not granted for the above conditions or any acts of God beyond the YMCA's control.

ABOUT THE PROGRAM
SNACK

An afterschool food snack, fruit and juice are provided daily. The monthly snack menu is posted o
site If your child doesn't care for a snack food on a particular day, you may send him/her with a sna
from home (healthy food and beverage, please). It is recommended that parents pack a piece of {
daily for their child's late afternoon needs.

PARTICIPATION IN Y CLASSES

The Kids Unlimited staff will be happy to drop off and pick up your child(ren) from any YMCA extra
curricular classes that you have signed them up for during Kids Unlimited operating hours.

YMCA classes are not part of the Kids Unlimitteerschool Program. The Kids Unlimited annual
tuition does not include the program fees for participgti@my classes or programs except as
specifically stated in this handbook.

WEEKLY FREE SWIM AND BOUNCING BEARS

All Kids Unlimited participants aable to enjoy 45 minutes of free swimiridayafternoonof each
weekand 45 minutes of Bouncing Bears on Tuesday afternoon of eaclRleasekprovide your
child(ren) with a bathing suit and towel (goggles if desired) every Friday.

HOMEWORK ASSISTANCE

Monday through Thursdayquiet time is set aside for all children to do hokewde encourage all
children to do their homework, and we provide staff assistance and guidance wheweedsed.
suggest that your child pack a book each day forequigig during Homework Time in the event that
there is no homework assigttezirby teachers.

PARENT INVOLVEMENT

The Kids Unlimited and YMCA staff welcome emcburage parental involvemdviease feélee to
visit the program at any time, as wdlb dsing any specidlifs, talents, family traditions or heritage
you have, which migairich our program. Please contact the Director if you wish to do so.




VIII.

COMMUNICATIONS

A monthly newsletter andemos will be distributed regularly via the Kidsmdet staff.
Communications will inform the parents otaming events in the program and community, and will
provide articles and information pertinent to the parents of -sggochildren. They will serve as
communication devices between the aftersptumyam and the home.

If you feel at any time that a parent conference is needed or desired, please contact the Director to 1
arrangements.
BIRTHDAYS

Parents are welcome to provide a special snack on their child's Gitbgarent should checkiwi
the YMCA Directorif any special plans are desired. Parents are welcome to come and participate wi
their child on this special day.

SPECIAL EVENTS

Throughout the year, various special events are planned for the diigsinecoincide with holidays
seasons, or just plain fun!

Parents are welcomeparticipate in any of our special evantsholiday celebrations. We
encouragparentgo provide any additional information we may imeedterto be sensitive to the
culturalneeds otach family

FAMILY NIGHTS

Throughout the yeagvenings of dinner and family fun are plannedifisr Bnlimited participants. It
proves to be a wonderful opportunity for parents to meet, interact with one another, andwhe staff.
hope you will join us!

FIELD TRIPS

Occasionally field trips will be scheduled away from the YMCA building. Parents will be informe
about any field trip in advance and an additional permission slip must be completed at that time.
some instances, nominal fees are charged. In addgigertnissionsiautomatically granted via the

Kids Unlimited "Permission Agreement” @& D", located at the rear of this handbook.

GUESTS

Friends of Kids Unlimited participants are welcome to attend thenpreben space is available, and
with pria approval of the Director. Arrangements should be made at least 3 days in advance. Visitc
must have required paperwork signed by his/her parent or guardian on file at the YMCA prior to th
planned visit day. The fee25.80 from school dismissabt00 PM on a regular school day and $5.00
per every hour or part thereof when the schools have early dismissal. Participants ane imoted to

than one visitor per month.

SPECIAL PLANS & PROCEDURES
PLAN FOR THE SUPERVISION OF CHILDREN

INDOOR TIME

There will always be adequate numbers of staff on hand, to maintain the required state ratio of o
to ten and to safely and responsibly supervise the children.

During scheduled activities, and less structured times during the day, the chilelchvigel nto
small group (10 or less) with the appropriate number of staff, to reinforce a more relaxed and lo
key environment.

Routines will be adhered to whenever possible, however teachers will be flexible in changil
activities to maintain small gpcsizes(10 or less) when children lose interest in one activity and
move on to another.

~7 ~



Special activities will be planned and room arrangements will be reflected in the schedule to av
confusion on part of children or staff dealing with them.

At no time shall group size exceed 20 children. Children will be assigned, and circulate betwe
activity areas to maintain small group sizes (10 or less). Because classrocomstareeself
teachers are always in sight of all children.

OUTDOOR TIME
Childrenwill go outdoors once daily when the weather allows. Children will be taken outdoors if the
temperature is over 35 degrees and there is no precipitation.

Staff will spend outdoor time interacting with the children as they play. Staff members will supervis
standing close to equipment. The other staff members will supervise the overall feneed in pla
ground areas.

In the playing fields, the state required ratio of one to ten chiletaff will be maintained. Staff

will plan a variety of activities ® &vailable to the children. They will interact with the children as
they choose activities and play games. One staff member will be directly involved in the activitic
One other staff member will supervise the overall field area.

Group size will nobeeed 20 children in either area at any time.
CARING FOR ASICK CHILD

ILLNESS

The YMCA reserves the right to deny any child admittance to the program on any given day, for reas
of obvious illness, or to request early departure, should symptoms bemuseoling the course of
the day. If a child has not attended school on a given day due to illness, they may not attend Kid
Unlimited.
If your child is kept home from school for any reason other than sickness he/she can be admitted in
the program. A a courtesy to the staff, please call before bringing the child to the program, to let the
staffknow he/she will be attending.
Your child will be sent home if he/she develops or has any of the following:

E Fever of 100 degrees or more.

E Runny nose (green or yellow discharge).

E Diarrhea, green or yellow stools, frequent stools.

E Vomiting.

E Bad cough (persistent).

E Unidentifiable rash.

E Any contagious disease or infection.

E Exceswe crankiness or irritability.




The child may return to Kids Unlimited when:
E Fever has been normal for 24 hours.
E Free from green or yellow nasal discharge.
E Diarrhea has stopped for 24 hours.
E Vomiting has stoppédr 24 hours.
E Persistent cough has been checked by a pediatrician.
E Questionable rash has been checked by a pediatrician.
E Generally noinfectious.
E 24 hours after medication for strep infection, or conjunctivitis.
E 1 week after onset (or lesions are crusted) of chicken pox.
E 1 week after onset of mumps and other communicable diseases.
E 24 hours after medicated treatment for head lice.
E Upon request, Physician's note subniit&irector.

PROCEDURES FOR CARING FOR ASICK CHILD

When a child becomes ill or develops signs of a communicable condition while at Kids Unlimitec
he/shewill be moved to an isolation area. The child's parent will be contacted to come to the Nev
CanaarYMCA to take the child home. A staff person will be with the child until he/she is picked
up by the authorized person.

When the child's parents cannot be reached, the emergency contact names will be used to con
someone to come and pigkthe child.-These names have been provided by the parents Bickhe "
Up/Emergency Contact Forngh file with the Kids Unlimited Afterschool Program. The emergency
contact person will be asked for photo identification before the child is released to him/her.

It is the parent's responsibility to be sure phone numbers of emergency contacts, authopzed pick
persons and physicians are kept up to date. This is of the utmost importance in case of an emergenc

PLAN F OHFIACHILD

The daily closing time for Kids Wmked is 6:00 PM and all the Childmaust be picked up by that
time.

In the event that a child remains at the center past the 6:00 PM closing time, every effort will be made
contact one of the child's paremtsome and pick him/her up.wd YMCA stdf will remain at the
center with the child.

If the parents cannot be reached, one of the three emergency contact persons will be called to come
collect the child. These are names provided by the child'sgmatentdlicated on the child's "Pick
Up/E mergency Contact” form. Photo identification wikkeirecprior to release of the child.

Families will know that their child has been released to one of the three contacts, if they arrive and fi
the center closed. If it is past the closing houharchild has not been retrieved, the late teacher will
continue to call the parents or emergency contacsourgibne has been reached.

If the teacher has not been able to contact anyone to come and collect the child, and the child remain
the ceter until 10:00 PM, the child will then be considered an abandoned child, and the police will &
called. If this happens, serious withdrawal consideration will be given to the family involved.

In the event that an emergency contact picks up a chilgplice involvement is necessitated after
10:00 PM, a note the parents will be left on the YM@Atrance door indicating the location of the
child.
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