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Welcome to Cub Care!
Dear Parents of Recess Resources,

Welcome to our Cub Care School Age Child - Care
Programs . We are pleased that you and your family have
chosen us to be your child-care provider.

This handbook reflects our commitment to maintain
communication with parents as to the well being of their children.
Inside, you will find valuable information regarding policies,
procedures and activities of the programs. Please keep it as a
guide and a source of information that you can refer to
throughout the year.

Recess Resources is a not-for -profit corporation, which
continues to operate through the hard work and dedication of the
staff, Board of Directors and volunteers here at Cub Care.
Parental involvement in the work of the Program will enhance
your understanding of our operations and goals as well as
contribute to the quality of the services provided.

Our Board of Directors, which is made up primarily of
working parents, much like yourselves, is dedicated to creating
the finest school-age child care experience for your child. We
ask all parents to consider a small donation of their time to serve
on the Board, to ensure the continuation of quality programming
for every child in Vestal. We are constantly striving to improve
our programs, your interest in quality child care, your creativity
and your assistance in helping us achieve our goals is our most
valuable asset.

We have an energetic and hard-working school-age child
care staff and Board who look forward to another successful year
and the opportunity to work within our community to develop the
best program available in the area. Thank you for joining us!

Sincerely,
The Board of Directors, Executive Director
&
The Entire Staff of Cub Care
Dedicated School- Age child Care Providers

PROGRAM HIGHLIGHTS

PROGRAM HOURS:

e Before School Program (7:00 a.m. to 9:00 a.m.)

o After School Program (3:30 p.m. to 6:00 p.m.)

e Full Day Care on Sch. Holidays (7:00 a.m. to 6:00 p.m.

e Full Day Care on Snow Days (7:00 a.m. to 6:00 p.m.)

e Full Dayi 10 Week Summer Program

e (7:00 a.m. to 6:00 p.m.) (full-time &
part-time options available)

IMPORTANT THINGS TO REMEMBER

1) Have you notified us of all allergies to Foods or
Environment?

2) Have you completed/updated all Information forms
There are 2 time frames (Sept - Feb & Mar. - Aug.)

3) Please notify our office if your child is going to be
absent from the program for any reason.

Child should have each day
- Protective footwear ( sneakers preferred)
- An extra set of clothing

(including underwear and socks)

Summer only -Swim suit, towel & sun screen
Admission for Vestal Pool

The program is Closed on :
Labor Day
Thanksgiving Holiday (Thurs. & Fri.)
Christmas Eve & Christmas Day
New Years Day
Memorial Day
Independence Day



BEFORE & AFTER SCHOOL PROGRAMS
INTRODUCTION

Recess Resources, Inc. through its Cub Care Program
provides before and after school care for students in the Vestal
School District to accommodate working parents. Our staff
prides itself on providing each child the best possible care with
fun activities in a comfortable atmosphere.

The Before School Program is offered each day at
each of Vestal's five Elementary schools. The program begins
at 7:00 a.m. and runs until the start of the school day. Trained
staff at each facility have organized activities planned such as
arts and crafts projects, group games, sports in the gym, and
play ground when the weather permits. Breakfast is provided
for each child through the School Breakfast Program, there are
no additional fees. All children are released to their
classrooms at approximately 8:50 a.m.

The After-School Program is offered each day at our
main facility and is available for children through 6th grade.
The program begins at 2:30 p.m. and ends promptly with pick-
up at 6:00 p.m. Upon arrival from school the children are
provided with a healthy snack. After snack, each child goes to
a base-room that is designated for their grade level until
approx. 4:30. During this time, many of our children choose to
complete their homework, relax and socialize with friends or
spend a little quiet time in the reading area. Group activities
are scheduled between 4:30 and 5:30 p.m. in order to
accommodate the varied arrival times from the five Elementary
Schools.

Our Program Director works with the staff to provide a
variety of daily activities, including arts & crafts, group games,
science exploration, computer center and indoor/outdoor
sports (dependant on the weather). We also utilize the
playground at Clayton Ave. Elementary School.

During the after-school hours we also offer a variety of
opportunities for lessons run by local organizations here at our
center. Check with our office at registration or at any time
during the year to find out what might be available; many
classes are offered at special reduced rates. The instructors
come here to the center so all classes are taught on site,
generally meeting once per week.

Arrival Schedule from Schools
(approximate)

Clayton Avenue * Grade K-5 3:35 p.m.
Glenwood Grade K-5 3:45 p.m.
African Road Elem. Grade K-5 3:50 p.m.
Tioga Hills Grade K-5 4:05 p.m.
Vestal Hills Grade K-5 4:15 p.m.

* Clayton Avenue children are picked up at the
school by two staff members and walked back to our facility
each day. All buses are greeted by one of our staff and
each child is checked in.

After-School Program Schedule

3:30-4:30 p.m.  Snack & open activity time

4:30 - 5:30 p.m.  Planned Group Activities
Sports, arts & crafts,

5:30 - 6:00 p.m.  All children gather in room 208

(large activity room) for departure

FULL DAY CARE/ SUMMER PROGRAM
INTRODUCTION

Recess Resources, Inc offers Full Day Care (FDC) from 7:00
a.m. to 6:00 p.m. on most School Holidays, Snow Days, and during the
Summer Break. During our FDC program we offer a variety of activities
throughout the day. Whenever age groups are mixed we tailor the
activity to meet the abilities of the children participating.

During the Summer Program:

We use a weekly theme around which we plan our activities.
Each grade group will work on different projects related to the theme.
For example, the theme for the week might be Animals & Nature, the
Kdg./1st grade class would learn about farm animals, while the 2™
grade talked about the rain forest and so on. Field Trips and or visitors

are also scheduled throughout the

activities.
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Typical Full Day Schedule

7:00 A.M. Our doors open and parents must sign their
children in at the reception desk

7:00 AM. T 8:30 AM. Children start the morning with a free play period
while everyone is arriving and settling in (organized
group play, board games, computers available,
creative toys, etc).

8:30 A.M. T 9:00 AM. Children will be separated into their base-rooms
according to grade level
A nutritional breakfast snack will be served
(cereal, pop-tarts, muffins, juice, etc.)

9:00 A.M. T 11:30 AM.  Organized activity time, this may include large group
games, playground, sports, arts & crafts projects.
During the Summer Session only : Theme based
class projects, lessons offered by the Vestal
Recreation Dept. that are within walking distance of
the Center (Swimming Lessons, baseball camp and
others) as well as trip to the Vestal Library.

11:30 AM.7 1:00 P.M. A Nutritious Lunch is served, Kdg & 1% grade are
served first with each grade following in turn.
(Menus are available each month)

1:00 P.M. i 2:00 P.M. kdg-2" large group activities, 3" i 6" base-room
small group activities as listed above. Summer
only i Kdg i 2" grade children go to the Vestal
Pool for open swim. ($.50/day or Vestal Swim Pass
required)

2:00 P.M. T 3:00 P.M. Kdg i 2" small group activities in base rooms, 3" i
6" large group activities. Summer only i 37 6"
grade children go to the Vestal Pool for open swim.
($.50/day or Vestal Swim Pass required)

3:00 P.M. T 3:30 P.M. Afternoon Snack is served. (fruit, veggies, baked
items, pudding, ice cream, etc.)

3:30 P.M. T 5:00 P.M. Indoor/Outdoor games and other group activities.

5:00 P.M. T 6:00 P.M. All children return to main building, free play, and a
chance to unwind from a busy day!

6:00 P.M. Pick-up Time, parents must sign out their
children at the reception desk.

GENERAL PROGRAM INTRODUCTION

Provider Information

Cub Care programs in the Vestal area are provided by Recess
Resources, Inc., a not-for-profit, non sectarian, non-political, public
corporation, founded in 1988. We are licensed by the New York State
Department of Social Services, operating under part 414 of DSS
regulations for School-Age Child Care and are in no way affiliated with
the Vestal Central Schools.

Our Philosophy

All our Cub Care Programs are based on our desire to provide
families with affordable, accessible and appropriate child care services.
Our professional staff is trained to provide each child with a safe, warm
and supportive environment designed to meet each child's social,
emotional and physical developmental needs. This is achieved through
carefully planned age-appropriate activities.

Program Goals

1. To encourage confidence, self-discipline and self-
worth, which will assist in the development of the child's social
and emotional health.

2. To enhance each child's mental processes and skills,
with particular attention to conceptual and communications skills.

3. To establish patterns and expectations of success for
the child which will create confidence for present and future
development.

4. To allow parents a greater flexibility in seeking
employment, educational opportunities and/or job training with
less worry as to the safety and well being of their children.

All that we expect of the children is that they come to the
program, be themselves, and have respect for others. We
encourage parents and guardians to become familiar with the
operating procedures in this handbook and give attention to any
newsletters and supplemental notes that we may send home
from time to time. Also to take an active role in our program by
offering suggestions, comments and constructive criticisms.



PROGRAM ADMISSION INFORMATION

Qualifications for Admission

Pursuant to our licensing agreement with the State of New York
Department of Social Services under section 414 of the DSS
regulations our programs are open to all children who may benefit from
our type of programming, regardless of race, nationality or creed within
the following guidelines. The child must be school age, minimum age 4
and entering either Kindergarten or a Deferred Entry program, to a
maximum of age 12 at time of enroliment for the schools calendar year.
Limited admissions (approx. 120 children at our main site) are available
under our licensing agreement. Children with special needs are
welcome and will be admitted to the program if it is determined through
a conference with our Executive Director and Staff that we can provide
the appropriate care and safety required to ensure the well being of the
child while in our care.

Please Note: In order to maintain safety and a positive program
experience for all children, if a one to one aide is required in the
school setting for social/emotional/behavioral support or for
significant physical assistance an aide will also be required while
participating in Recess Resources programs, as our staff are not
trained in special needs assistance. This aide will not be an
employee of the program but must be contracted directly by the
parent or supporting agency.

Registration

An annual, non-refundable, registration fee is required for each
child in our program. Our program year is July 1st through June 30th,
which coincides with our corporate fiscal year. This fee is due upon
registration to reserve a spot for your child in any of our programs.

Children must be re-registered for each program session such as
School Year Program and Summer Program and each program
option.

NOTE: Before School, After School, and Full Day Care are
each separate program options.

Early registration helps us to determine our staffing
requirements for each seasonal program. Once registered you will be
given the necessary forms to complete registration and you will need to
return them to the main office (3rd floor) as soon as possible, along with
payment for the first
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Financial Obligations

Contracts are considered in effect for the entire period during
which that particular program runs, or from the point at which you enroll
until the end of the program period unless specified at the time of
enrollment. We depend on the prompt payment of your child's tuition.

As a not-for-profit organization, our operating expenses are
paid out of the current weekly tuition. These expenses include, staff
salaries, insurance, supplies, rent, food and facility maintenance.
These are just a few of the many cost associated with running a
program of this size. Please help us to continue to maintain a quality
program for your children and all those enrolled with us.

PAYMENT PROCEDURES AND POLICIES

Payment Terms

Weekly tuition is due each Friday prior to the week care is
rendered. Any parent that has an account that is more than 2 weeks
past due will have a late fee of $20.00 added to your account for
every week it remains overdue and also will run the risk of their child's
spot being given to someone on our waiting list. If you are having a
problem with payment please contact our main office so that the
situation can be reviewed and arrangements can be made. If your
tuition payments are more that (30) thirty days delinquent, your child will
not be allowed to attend the program until payments are brought up to
date.

Withdrawal from the Program

School Year - Each child is enrolled in the program for the
entire year (Sept 7 June). Therefore, two weeks written notice to the
main office will be required prior to withdrawal from the program, to
ensure that you will not be charged for the balance of the year.

Summer Program 1 Each child is enrolled for all weeks
selected and confirmed by May 1%, Withdrawal from the program will
only be considered if the child or parent is seriously ill or injured and the
child is therefore unable to attend the program.

Credit for Absences

School Year/Summer Program - Occasional absences of
LESS than (5) five days duration are NOT reimbursable. Absences of 5
or more consecutive days are reimbursable only in cases of
prolonged iliness of child/parent or employment status change of
parent. We must maintain a staff ratio for all the children registered for
our program whether or not they attend. Notification and request for
adjustment must be submitted to our office in writing and be approved



by the Executive Director to release you from your contracted
obligation. We would also appreciate notification once an anticipated
return date is determined.

Late Pick up Fees and Policies

Our programs close promptly at 6:00 PM. If you are going to
be late please contact our offices and also be aware that there will be a
late fee charge for children not picked up on time. Parents will be
required to pay a $5.00 late fee for the first (15) fifteen minutes or any
portion thereof. Additionally a $1.00 per minute fee will be charged
after 6:15 PM. These charges are payable at the time you arrive to pick
up your child on the day you are late. After 6:30 PM. you may contact
either the Vestal Police or the Broome County Department of
Social Services if you have not notified us in advance of your delay or
we are no longer able to provide care.

Returned Check Policy

There will be a $25.00 fee for any returned check marked
insufficient funds. We will require a cash payment for both the original
amount of the check and the additional fee.

SPECIAL PROGRAMS & EVENTS

Vacation/Holiday Programs i School Year Program

Cub Care offers a Full Day Care program contract option which
covers most of the Vacation/Holidays indicated on the Vestal School
calendar. Sign-up Forms are distributed to each individual family
contracted for this option. Forms are included with your monthly
statements either at your primary program site or via mail if your are in
the Drop-in program. It is important that you respond by the
deadline. Itis equally important to understand that if you indicate that
your child will be attending the session you will be billed for the
session even if your child does not attend. To avoid being billed
please contact our office by the cancellation date provided on the form.
This will give us an opportunity to contact parents who may be on the
waiting list.

We require your advance notice in order to ensure that our
staff/student ratios are appropriate for the Full Day programs. The fee
structure for these programs follows your contracted amount standard

rate structure. For billing purpose

current rate schedule.

Delayed Openings/Early Dismissal/Snow Days

In the event of the above please tune into WBNG -
Channel 12, WNBF-AM 1290, WENE-AM 1430 & WMRV-FM
105.7 for an update on our programs availability.

Delayed Openings of the Vestal Schools, - Cub Care
Morning Programs are CLOSED.
Early Dismissal of the Vestal Schools, ONLY those
children registered for our
After-School program will automatically
be transferred to our site.
Snow Days/Cancellation of the Vestal Schools, the
program will be open
dependent on our ability to staff to
appropriate levels and the road
conditions, if a State of Emergency is
declared we will remain closed. It is our
intention to attempt to open at our main
facility by 7:30 a.m. on all snow days, but
please tune into the radio for exact times.
Program Closings - in the event that due to
circumstances beyond our control
and/or circumstances deemed
threatening to the safety of our staff and
your children we are unable to open or
deem it prudent to close the program
early the Executive Director will notify the
local radio stations named above.

As your primary child-care provider we understand that
it is at times of unscheduled delays and closings that you need
our program most. As a staff we are dedicated to making
every attempt to provide that care. Unfortunately we are not in
control of our off-site morning facilities and have no way to
transport children from our central site to the various schools
when delayed openings occur.



SPECIAL PROGRAMS & EVENTS

Field Trips
Throughout the School Year and Summer Program we plan
many fAWalking Tripsd to | ocal pl aygr

activities. We have included a general permission slip in your
registration packet for these trips. It is important that your child have
proper footwear that is comfortable and provides some protection for
the foot.

From time to time we will plan field trips that require bus
transportation for the children, notices of time and dates along with a
special event permission slip will be made available to each parent
detailing our planned outing. All such outings are optional and some
may require an additional fee beyond your standard enrollment fees.
We make every attempt to incorporate as much of these costs into our
budgeting as is possible. As a non-for-profit organization our funds are
limited. However, by sharing the cost we are often able to offer special
opportunities for your children to expand their knowledge and
experience what our community has to offer.

Swimming at the Vestal Pool i Summer Program Only

Weather permitting we will take the children to the
Vestal Memorial Pool each day. There is an additional cost of
$.50 per day for admission to the pool. There are several options
available to cover admission costs. 1) You can purchase a pool
pass from the Town of Vestal, (we will make a copy to keep here).
2) You can pay for those weeks you will be attending at the
beginning of summer. Our staff will pay the daily fees and
return any unused portion at the end of the summer. 3) You can
send the admission each day with your child, however it is our
experience that it is often lost or misplaced by the younger
children.

During the first week of our summer program we do not
go to the pool, this week is devoted to water safety training and
the rules while at the pool. It is important that your child have
the appropriate items with them each day; a swim suit, a towel,
sunscreen, we also suggest a waterproof bag, water shoes, and a
cover-up or T-shirt for the walk to and from the pool area.
(Goggles are also helpful i f you
chemicals used in the pool).

Town of Vestal Recreational Activities
T Summer Program Only

There are many activities and lessons offered by the Town of
Vestal that are within walking distance of our main facility. We do
provide staff specifically to walk children to and from those activities. In
order for your child to participate in these activities you must register
them through the Town of Vestal directly and provide us with a copy of
your registration confirmation. This is an excellent opportunity for your
children to take advantage of swimming lessons and mini sports camps.
It really adds to their summer experiences and varies their daily
schedules. We will post at listing of the classes which we can
accommodate as soon as the schedule is made available by the Town.

On-site Lessons Available

From time to time special lessons are offered at our main site.
These lessons are provided by local organizations that send their
professional instructors to our site. There is generally an additional fee
for these classes that is paid either to the instructor or Recess
Resources on a monthly basis. Families will be notified in advance if
classes are offered and enroliment forms made available at our main
office and commitment to lessons is determined by the providers,
generally a 6 week session.

Screening of Videotapes & Software

We recognize that the use of carefully selected films, television
programs, videotapes and software can enhance our program and add
variety to it. These tools are not central to our program, however they
are used occasionally. Only" G" and fiatd iternswil be
considered by our Executive Director as appropriate for the program.

Parent Participation

We urge you to be an active participant in our programs by
taking advantage of opportunities to share in your children's
experiences at Cub Care. Throughout the year we put on short
presentations so that parents can see some of the projects your
children have been working on. Please attend whenever possible, it
means a great deal to the children and our staff.

We also ask you to consider becoming a member of our Board
of Directors. The Board meets each month. Check with our main office
for the exact meeting schedule as it sometimes varies. Our
organization can only continue if we have a Board of Directors in place
to make essential program and business decisions. If you can gift us
with a little of your time and join our team of caring parents, we can
make this organization the best it can possibly be for all our children.



Fundraising

Fundraising Events are held to raise funds for special projects
that enhance our programs. These items cannot be covered by our
standard annual budget. As a not-for-profit organization our funds are
used for general daily operating expenses. We appreciate your support
during these fundraising activities.
volunteered to enrich our programs or items in good condition no longer
needed at home are very much appreciated. Keep in mind that your
employer may have special programs that assist community child-care
providers and itdés up to you to reco
also eligible for Grant funding. If you are aware of any grants that are
being offered that you feel would be helpful to our program please
contact our Executive Director with the details, than you.

CHILD CARE POLICIES

Arrival & Departure Policies

Safety/Security Issues

Recess Resources has developed the following
identification/security system to meet the needs of our families.
This system has been designed to take into consideration a
variety of factors, changing f ami
schedules, increased safety and security of the children in our
care, and our own staff rotations. It is impossible to every staff
member to know everyone who uses our services.

Parent Pick-up

Parents - Photo ID may be requested by any
staff member whenever, a child in our care is being picked up
from our facility. We make every effort to get to know our
parents and you may not always be asked for a photo ID, but
whenever a staff member is unsure they are required under our
safety procedures to request it. Note: If you do not have your
ID with you, you can give your authorization code word as an
alternative.

Alternates Authorized for Pick-up
At enrollment you are given the opportunity to

designate individuals as Alternates for Pick-up. Please
remember that whenever you plan to have someone other
than the primary parents/guardians pick up your child it is
important to call us, leave a message, or give us a note
with the name of the person so we can alert the staff at the
reception desk. Please make sure they are prepared to
show identification or that they know your authorization
code word This will help make the identification process

go a little faster. Be aware that if an designated alternate
comes in to pick-up up the child at any time we WILL release
the child to the alternate with verification that they are on the
pre-approved listing.

Emergency Pick-up Authorization
As a back-up for unexpected emergencies weask
each family to furnish us with an authorization code word.
This provision can be used when someone other than your
listed alternates needs to pick up your child due to an
emergency. They MUST know this word and present a Photo
ID. (i.e.1 apples, horseshoe, rose, etc.)

The authorization code word can also be used as an
alternate form of ID for you or an alternate if you do not
have a photo ID with you at pick-up.

NOTE: This word can be changed at anytime - but make
those who need to know aware of the change.

Arrival

Parent Drop-off Each child must always be
accompanied by a parent or guardian to the Program sign-in
area. Your c¢childbds name wil|l be
the time that you are dropping off your child with your initials
next to the time. This is an important safety issue and is
required under our licensing regulations, enforced through the
Office of Family and Child Services.

Bus Drop-off Each child will be greeted at the bus by
one of our staff members who will check them in on an
attendance sheet. If your child does not arrive and is expected
we may exercise the option to contact you to verify that other
arrangements were made for the child.

Departure

Sign-out Every child must be signed-out at the
main reception desk by the individual picking them up. Each
childbés name wil |l be | isted, you
pick-up with your initials. At this time you may be asked for
photo ID. This is an important safety issue and is required
under our licensing regulations, enforced through the Office of
Family and Child Services.

Dismissal from inside activity If your child is in
their classroom or participating in an activity on our main floor
they will be called via the intercom system upon your arrival.



You are of course welcome to go to any classroom or activity to
pick up your child.

Dismissal from gym or outside activity If
your child is at an activity that takes place outside or in the gym
you will be asked to take a pass at the desk to present to the
staff at the activity. Please understand that all staff has been
instructed not to release any child without this pass, even if
they know that you are that
staff that you have signed-out the child and/or have been
cleared by the reception desk (in the case of an alternate) and
are then authorized to take the child.

Dismissal from a field trip If your child is returning
from a field trip and you arrive prior to their return we ask that
you wait for your child at the reception area and wait until all the
children in their group enter the building before you take them.
This allows the teachers to do a proper head count upon their
return. If you must take the child as they exit a vehicle please
be sure to have a pass to give to the staff member.

Behavior and Discipline

At Cub Care we believe that consistent and immediate positive
feedback should be given to children for appropriate behavior as well as
consistent consequences for inappropriate behavior. We believe that
positive behavior reinforcement ensures a safe and pleasant
environment.

Parents will be notified of any instances of behavioral problems
that are excessively disruptive or cause concern for the safety of your
child or other children in our programs. If behavior problems are
persistent you will be asked to have a conference with our Executive
Director and/or the appropriate Program Director. This meeting will be
to determine if the problem can be handled within the constraints of our
program.

Health and Safety

It is important to keep us updated on any changes in your
childds Health Status so that we
Suggestions of information we would need to know are the following but
not limited to these issues; new allergies, food restrictions,
environmental sensitivities, current or recent illness, medications of any
kind, changes in medications or dosage, restrictions or limitations that
woul d affect your childés safe
program. Our primary focus is the health and safety of every child in
our care and confidentiality of information shared with us.
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Daily Health Inspection

A daily visual health inspection is given upon each child's
arrival. All our staff has received instruction in how to recognize
symptoms of communicable disease, child abuse or neglect. First aid
kits are available at each of our sites and include proper directions for
administration. You will be natified if any symptom of illness, i.e. fever
of 101 or higher, vomiting, etc., appears during the program which
would require you to pick up your child early, a place will be provided
where your child can rest quietly until your arrival.

It is important for the health of all children in our care that you keep your
child home if they have any possible symptoms of communicable
disease within the last 24 hours, i.e. colds, head lice, fever, mumps,
measles, chicken pocks, vomiting, diarrhea, pink eye, or have been on
antibiotics for less than 24 hours, etc. Our facility is not designed for
the comprehensive care of sick children; we can only try to make them
as comfortable as possible until your arrival. For more details our
Health Care Plan is available for review in our office.

Medical Emergencies

In case of injury, we will make an immediate attempt to first
contact a parent, then the designated contacts, and finally the child's
physician. If necessary we will also call the Vestal Emergency Squad
for transportation to the hospital. A staff member will accompany the
child to the hospital along with their emergency treatment permission
release form and any other medical information available. Until the
arrival of a parent, designated person, personal physician, or
ambulance crew, the Executive Director or Program Director will be in
charge of the situation. It is important that you keep the program up
to date on personal and emergency phone numbers and other
pertinent information. The program keeps a record of all accidents,
injuries and/or emergencies, which is completed by the person who has
witness the incident.

Medications

Special Note: Our facility at 201 Main Street is
authorized for the use of emergency treatments only there
are limited to inhalers and epi pens. (site # 0039224)

Parents must complete all authorizing documents
before inhalers or epi pens can be stored at the site or
administered. Items must be given to the staff they
cannot be stored in the
on their person.

chil



Under current New York State Office of Children and Family
Services regulations governing child care centers, our staff members
are not qualified to administer any other type of medications.
Medications are defined as all over-the-counter or prescription
medication forms including liquids, pills, and prescription skin care
items.

Therefore Recess Resources, Inc. and our staff members WILL
NOT administer any over -the-counter or prescription medications to
any child in our care, under any circumstances other inhalers or epi
pens as previously mentioned.

UNDER NO CIRCUMSTANCES can we store any
unapproved medications here at our center or allow you to
send any medications with your children. If medications
are found it is cause for immediate termination from the
program.

If your child should require medications while in our care you do
have the option to make arrangements to come to the center and
administer the medications personally or designate a family member to
administer the medications. If medications are given in this fashion
they will need to be administered in the presence of a staff member and
the type, dosage, time and person administering will need to be
documented so that we will be able to monitor for reactions.

If your child has any health issues that would require
emergency medication treatment such as severe allergies you must
contact our Executive Director to outline a response plan. We would
need to identify the earliest detectable symptoms, and an action plan
for contacts and treatment, since medications will not be available. The
Executive Director has it within their discretion to determine whether or
not the center can respond appropriately to the need of the specific
child without putting them at significant risk.

Application of Topical Ointments

Under Department of Social Services regulations, Recess
Resources, Inc. must have signed permission on file for the application
of all topical Ointments. Application of all Topical Ointments will be
documented for review at anytime. Any reaction to the application of an
ointment will be documented and provided to the parent/guardian, and
contacted per the permission form. All items are individually
packaged for one time application.

Parent Provided :
Sunscreen is considered a topical ointment
and its use is required during swimming and is a parent option during
outdoor play periods.

Insect repellent is also recommended, but not
required.
Center Provided :
Antiseptic Towelette - Active ingredient: Benzalkonium

Chloride 1:750 Inactive ingredients: Water, Isopropyl Alcohol, Fragrance,
Propylene, Glycol, & sodium Bicarbonate.

Sting Relief - Active Ingredient: Ethyl alcohol 50.0%, Lidocaine
HCI 2.0% Inactive ingredients: benzalkonium chloride, menthol, purified water
Bacitracin Zinc Ointment USP - Active Ingredient :
Bacitracin zinc = to 500 units in a base of mineral oil and white petroleum
Burn Jel - Active Ingredient: Lidocaine HCI 2.0%

Fire DrilllEmergency Evacuation Plan

The Lead Aide/Director at each site will conduct monthly fire/
evacuation drills to ensure that all children in the programs at our
various sites are familiar with the proper primary and secondary escape
routes and procedures. Fire safety information will be reviewed with the
children to reinforce the drills. All drills are recorded.

In the case of Emergency Evacuation from any of our facilities
parents will be notified how and where to pick up their children. All
program sites have cell phones available and a notebook with parent/
guardian information for every child so that we can remain in contact at
all times.

Because our Morning Programs are housed in the school
buildings we will follow that schools evacuation plan. If children are
transported away from the site we will notify you of their destination as
soon as possible. This is often handled on a situation by situation
basis. Here at the Main Facility, in case of Emergency Evacuation, the
children would most likely be moved either to the Clayton Ave. Elem.
School, the Vestal High School, or Our Lady of Sorrows Church. Again
you will be contacted with exact details as soon as possible.

Transportation

Before School programs - transportation to the program is the
responsibility of the parents. Should children need to be taken from the
site for any reason the Vestal School District will provide a bus.

After School programs - transportation is supplied in
cooperation with the Vestal School district and under their operational
guidelines. Any special requests must be made to this department and
your individual school office.

Summer programs - transportation to and from the daily
program is the responsibility of the parents.




Field Trips - If the center schedules an activity where children
need to be transported away from the center a DOT licensed
transportation service will be contracted.

Emergencies - In the case of an emergency or short term
medical need, with written permission, the only staff members who can
transport a child in a personal vehicle are the Executive Director and
the Program Directors if they carry a clean license. The Center carries
an insurance rider to cover this emergency transportation. General
staff are prohibited from transporting children for any reason.

Privacy Policy for Child Health Information

All personal heath information provided to any of the Recess
Resources, Inc. programs is considered confidential. It is very
important that we have all pertinent health related information for each
child participating in our program so that we can make informed
treatment decisions. Only those individuals who have direct
responsibility for your child, the Program Director, the Executive
Director and the office staff who maintain our files will have access to
information provided.

The only outside agency that has access to this information upon
request is the Office of Chil
regulating agency for our programs. Other agencies, to which we may
be legally bound to provide information to, must provide written legal
requests for release of information. You will be notified in writing of
any requests for information by agencies unless we are legally
prohibited.

In accordance with NYS OCFS Regulation all children in our care must
undergo a fibDaily Health Check
note any changes in the child
illness, or general condition upon arrival at our programs. This is called
the Daily Health Record and is maintained at our main facility for all
children.

Please also be aware that all Child Care Agencies and their employees
are mandated reporters and in cases where neglect, maltreatment or
abuse, is suspected and reported either by our agency or another party,
health records may be requested by investigating parties.

It is a NYS requirement that we maintain the records of every child who
has participated in our program until they turn 19, after that time the
records can and will be destroyed.
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Privacy Policy for Parent Financial Information

All personal and financial information provided by parents at time of
enrollment is considered confidential. Under NYS OCFS those staff
who are responsible for the care and wellbeing of your child must have
access to contact information for parents and other designated parties
for your child. This includes, Name and Home addresses, Phone #, Cell
#, Pager #, Employer Name & Phone #. They do not however have
access to your personal financial information such as Social Security
No., account status, or payment history. This information is known to
only our accounting specialists and the Executive Director. The
Program Director may be given limited information on individual cases
only if it is necessary to communicate with the parent directly with
regard to their account.

Your Social Security number is required by our accounting system to
verify your child care payments for Dependent Care Deductions and
Tax Credits. This number will not appear on any billing statements or
other documents regularly process by our program. It will appear on a
one time annual statement for taxes which will be mailed to your home,
stamped confidential or at your request for dependent care receipts.
The only other agencies that will have access to this information would
be State and Federal Tax departments by legal request for verification
of payments as stated on tax documents or the OCFS our regulatory
agency to verify individuals receiving assistance through child care
subsidies.

Personal Financial information is not available to our Board of
Directors unless legal actions must be pursued due to seriously
delinquent account status. Recess Resources, Inc. does reserve the legal
right to disclose necessary information in the event that your account
becomes seriously delinquent (60 Days). It is our policy to notify you
of the delinquent status of your account at 15 days, 30 days and 45 days
and we will work directly with our parents whenever possible during
financial hardships. However if we are not able to make payment
arrangements or you fail to comply with agreements to satisfy your
account obligations, we will submit your financial information,
employment status and social security to our collection agency T Credit
Bureau of the Triple Cities for the purposes of collections processing.
You will be informed prior to this step and will be given a timeframe in
which to respond to prevent such disclosure for these purposes.
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