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Summer School Age Program Family Handbook
MISSION
As a department of Bellevue College, our mission is to provide high quality, family centered, developmentally appropriate care and summer fun for children and their families. In addition, we strive to provide a creative, safe, learning environment that nurtures, respects, and supports each individual’s unique qualities and potential.  
The values all Early Learning Center programs commit to are:

· Excellence

· Diversity and Inclusion

· Lifelong Learning

· Partnership and Collaboration

· Professionalism

· Respect
PHILOSOPHY
The Early Learning Center encourages discovery, creativity, overall development, independence, self regulation, problem solving, and exploration in a safe, respectful, yet stimulating, relationship based environment.  Our program is based on the following important beliefs:
· Process is more important than product; children learn best by doing and being actively engaged.


· Each child’s unique creativity is encouraged whenever possible.

· Each child and each family have individual needs, talents and possibilities.
· Children have individual styles of learning, different paces & priorities, and special emotional needs.
· With modeling, guidance, & support, all children can learn to resolve conflicts in peaceful, respectful ways.
AGES AND HOURS of Summer Program
Ages: Children must have completed kindergarten and be between 5 to 10 years old
Hours: Monday through Friday from 7 a.m. until 6:00 p.m. Late fees will be assessed for pickup after 6:00 pm.
Summer months only – with the beginning of the college summer quarter through the end of August each year.                

Enrollment preference is given to Bellevue College students and staff as well as Costco employees.  If spaces are available after these priority groups have been served, limited spaces may be offered to community members.
Enrollment is reserved through an individual sign up calendar. A thirty day written notice is required for cancellation of any reserved days.  If 30 day written notice is not received, you will be charged for scheduled days even if child does not attend. 
CURRICULUM/ACTIVITIES

Summer at ELC for school-agers is a high energy program, with an “on the go” and “out and about” curriculum.  All children will be participating in a physically active curriculum with an emphasis on social interactions to foster positive life skills.  In our program, we encourage discovery, creativity, development, and exploration in a safe, respectful, yet stimulating, relationship-based environment.  We put this in action through our curriculum and daily programming designed to help all children learn and grow in positive ways.  While your child is here, we will be helping him/her:
· Question, think, problem solve, and discover.

· Be creative and flexible.

· Discover his/her own unique talents and wonderful possibilities.

· Function comfortably as a member of a group.

· Become confident, strong, and competent.

· Resolve conflicts in peaceful, respectful ways.

· Appreciate and respect individual differences among people and families. 

DAILY SCHEDULE - Program information and daily schedules are posted in the classroom for your review at the beginning of each week.  Breakfast will be offered at 8:30 am each day.  To insure your child has the opportunity to participate in all “out & about” activities, we ask that you arrive no later than 10:00 each day.  Lunch time, with families providing a healthy sack lunch for their child, will be near noon depending on plans for the day.  
STAFFING - In our summer program we maintain an adult-child ratio of 1:15 or better. Because our program is enhanced with Early Childhood Student Teachers and BC students, the adult-child ratio is often lower. On all field trips, either on or off campus, we will have at least two staff present.  Additional support and services are available through administrative support staff which includes Director, Assistant Directors, Fiscal Tech, and Family Advocate.
FAMILIES & COMMUNICATION
You are encouraged to visit the Center and your child’s classroom at any time, share observations, and bring ideas to staff members.  Partnering with you ensures the best possible summer experience for your child.   [image: image1.png]


There is a children’s library, including a number of special topic books, which may be of help with issues such as death, divorce, new baby, abuse, etc.  Teachers and administration are available to answer your questions, help with concerns, and provide additional resources. 
Communication between staff and families is critical to the quality of the program and to each child's development & growth.  We hope to communicate with you on a daily, weekly, and monthly basis through conversations, a family bulletin board and newsletters.  Families should bring relevant information to teachers’ attention.  We appreciate and utilize parent’s questions comments and suggestions. Please, if at anytime you have a need of further information, concerns, or problems either call or stop by the center office and ask to speak with the director or one of the assistant directors.  Your opinions, comments, suggestions, &/or complaints are important to us.  If something arises that you have a question about or are not comfortable with, please talk with us.  At any time you may schedule a time to talk with your child’s teacher &/or with administrative staff.  Together we can problem solve and resolve concerns.

Procedures & Policies
FaMily Responsibilities

· You must provide all enrollment information and complete all paper work (including current phone/address/class schedule/agreement and required medical forms) before your child/ren can attend.

· Please remember to update contact information (phone/address/immunizations/etc.) when changes occur.

· Each family must provide a healthy, sack lunch for their child each day.

Arrival Procedures 
When you arrive each day: You must accompany your child into his/her classroom each day.
1. Log in on the computer with your assigned ID code; check for your messages/billing account information.  

2. Enter your child’s wing.  Please do not allow anyone without a security card to follow you into the wing.
3. In the classroom, sign your child in using your full legal signature as required by Washington State licensing. This list also serves as the classroom emergency list.

4. Please insure teacher is aware that your child has arrived.
Departure Procedures

When you are picking your child up from the Summer Program;
1. Check out on the computer; check for your messages/billing account information.

2. Once in your child’s room, staff will assume you are responsible for your child; please help enforce consistent rules and limits.
3. Check with teacher regarding child’s day and to let staff know you are picking up.
4. Sign out in the classroom with your full signature. 
ATTENDANCE, ABSENCE AND LATENESS

Please call and leave a message if your child is going to be absent:  Center Office (425) 564-2240
· There is no credit for missed days/hours due to illness, holiday, Center-closure days, vacation, or other circumstances, (see Financial Policies/Procedures section).
· Subsidy participants with excessive unexcused absences or lateness risk termination of child’s enrollment.  (Full-time families with DSHS subsidy are allowed only five missed days per month.)
· By state law, children can not be at the Center more than ten consecutive hours per day.  
Families that pick up children after the School age program closing time of 6:00pm, will be assessed a $1.00 per minute, per child late fee.  If a child is here after the Center has closed and your emergency contact cannot pick-up the child, the Bellevue Police Department will be called to take him/her to CPS (Child Protective Services).  Consistent late pick‑up may result in disenrollment.
Please help your child follow these important “rules” - 
What to Bring: 
· Comfortable walking shoes each day are a must. (Note - Sandals, flip flops, etc may be kept at the Center).
· Lunch everyday *– Please see lunch information that follows below.

· Individual Water Bottle – refillable preferred

· Sunscreen – please ask for consent form.

· Change of clothing, including items for outdoor water play.
· Weather resistant clothes- Dressing in layers sometimes is best. (I.e. rain, hot sun, hats etc.) 
*Lunch: As a licensed program we must meet guidelines for children’s nutrition. You are required to bring a lunch each day that includes a protein (cheese, egg, tuna, etc), a grain (bread, crackers, cereal, etc), and fruits &/or veggies. We will provide milk, water &/or juice for lunch.  Since many days the children will be on picnics away from the center, all lunches must be in a container the child can carry.  We do have refrigeration in the classroom, but we do not provide a way to heat or cook any personal lunches.  Please – since nutrition is an important part of a healthy body, do not send soda, candy or gum. Due to possible allergies in the Center, please do not include peanut butter (or any products containing nuts) in your child’s lunch. Please feel free to ask ELC staff for suggestions. We will provide an early morning, simple breakfast & a late afternoon snack each day. 
What Not To Bring:

· No Toys - Children's own toys should stay at home.  This prevents the loss or damage to items. 
· No Electronic Devises such as: cell phones, I-pods, lap tops, game boys etc. Center and staff will not be responsible or liable for any lost, stolen, damaged or misplaced items.

· No Gum, Money or Food other then lunch.
DISCIPLINE (Guidance)
Early Learning Center teachers’ set-up environments, schedules, and activities that encourage appropriate behavior.  As children experiment with behaviors, staff provide guidance as a learning tool and to help ensure a safe, positive experience for all.  A positive discipline approach that includes setting limits, discussion, problem solving, and logical consequences is used at the Center.  There are three principle rules which are communicated to the children: 1) Respect for people; 2) Respect for self; and 3) Respect for property.  

Ignoring behaviors enacted to obtain a negative response, using redirection, and/or initiating staff guided problem solving are appropriate ways for dealing with minor forms of inappropriate behavior.  If a child continues to be disruptive or threatens harm to another child or program equipment, he/she will be removed from the immediate area.  Children are held accountable for their behavior and are encouraged to problem solve and make responsible choices.  Children are also encouraged to use appropriate language to express their emotions, ideas, and needs.  
As a rule, staff members are expected to handle daily problems quickly and without family involvement.  If a problem develops that cannot be modified through normal discipline/guidance procedures, the family will be contacted to conference.  We recognize children have different backgrounds and temperaments, and we are committed to working 
through problems with families to the best degree possible.  In the spirit of creating a community of caring families, all families are asked to respect and accept differences in children, even when children are working through challenging behavior.  However, we are also committed to providing a comfortable, safe learning environment for all children.  If a behavior becomes too difficult to manage safely in the classroom, we will call the parent and request an immediate child pickup.  If a child continues to jeopardize the health and safety of other children or staff and/or the program we provide, child care services may be discontinued as a last resort.
Corporal punishment will never be used.  We will not hit, spank, or humiliate your child.  We also want to insure all children understand they will not be hurt at the Center.  For this reason, families will not be permitted to hit or spank children while here.  We encourage you to discuss with staff ways positive discipline can be used at home. Please help us provide a nurturing environment by ensuring your child does not come to school in clothing that reinforces violent characters or actions.  And of course, your child may not bring a weapon (toy or real) to ELC.
Walking FIELD TRIPS - This is a program where children will be “out & about” daily - sometimes on campus, sometimes off campus within walking distance. Please see copy of application & filed trip 
permission form for details.
INCLUSION POLICY

The BC Early Learning Center provides equal opportunity for children and staff, and does not discriminate on the basis of race, color, sex, religion, nationality, creed, sexual orientation, marital status, age or handicap in accordance with Title IX of the Educational Amendments for 1972 and Section 504 of the Rehabilitation Act of 1973.  The building is wheelchair accessible.  If your child needs special accommodations, please talk with administrative staff. 

RELIGIOUS AND CELEBRATION POLICIES  - In respect for all families, holiday and birthday celebrations are for families to celebrate privately according to personal beliefs and values.  Birthdays and holidays are not celebrated at the Center. 
TERMINATION  -  The Center reserves the right to deny childcare services to families who violate the Enrollment Agreement and/or policies detailed in this handbook.
Financial Policies & Procedures
AGREEMENTS AND WITHDRAWALS

Before your child starts, you will complete an Enrollment Agreement. You must provide a thirty day written notice to terminate or adjust your childcare schedule.  For requested schedule changes, the Center cannot guarantee hours, but will accommodate when possible.  To allow for maximum usage of the Center by BC students/staff/faculty and Costco employees, schedules can only be changed with prior Center administrative approval.  
Payment

Summer fees are calculated based on the agreed upon schedule and the enrolling parent is responsible for tuition expenses.  Tuition is due in advance.  There will be a 10% late fee assessed if your payment is late. Non-payment of charges more than 30 days past due will result in the termination of child care service.   The Center will notify families in person or in writing should this become necessary.  Outstanding family accounts will be encumbered at the BC Cashier’s Office (Student Services Building, 1st floor).  
Methods of Payment - Ccredit card and check payments can be made directly at the Center office. Please note - you will be billed for any charges for checks returned due to insufficent funds.
Sliding Fee Scale – Only BC & Costco families can qualify for fee adjustments based on income.  BC students must also submit documentation of student enrollment (6 or more credits), and Costco/BC employees must be able to verify employment.
Subsidies – The Center can accept federal and state child care subsidy payments for BC or Costco families.  Families should work with the Fiscal Tech to meet all paperwork requirements if eligible to participate in subsidy programs.  All DSHS authorization paperwork must be received at the Center prior to start date.  Families are responsible for all fees not covered by DSHS due to lapse of coverage or delayed approvals.  
ADDITIONAL FEES

Registration Fee -  A non-refundable registration/activity fee of $40.00 is required upon signup. 
Late Pickup Fee – Families who fail to pick-up summer school age children by 6:00 pm will be charged a $1.00 per minute per child fine with a $5.00 minimum charge. 
Late Payment Fee – If payment is not made by the 15th of each month, a 10% late fee will be added to the outstanding balance.  

Lost Keycard Fee – A $10.00 fee will be assessed if a keycard is lost or not returned on child’s last day.

HOLIDAYS AND VACATION - The Center will be closed for the Independence Day Holiday. We will also be closed for staff training on a Friday in mid August after the summer quarter ends.  Credit is not given for illnesses, holidays, our professional days, or Center emergency closures.
MEDICAL INFORMATION
InjurIES -   All our teachers are trained in First Aid/CPR and are able to handle injuries and emergencies should they occur.  An Injury/Accident form is completed and will be given to you if an injury occurs.
In an Emergency

· One staff person will stay with the injured child.

· A second staff person will go for help.  This person will call 911 immediately in emergency situations that 
require more than ordinary first aid procedures.  After help has been summoned, we will attempt to contact a family member.  Staff will contact the designated emergency contact if we are unable to reach family.
· In the event that transportation to a hospital is required, an aid car will transport the child to the nearest emergency facility.  A familiar staff person will travel with the child if necessary.
Illness -  Children with any of the following symptoms may not be at the Center:  Vomiting; Diarrhea; Rash; Eye discharge, mucus or pus, or conjunctivitis (pinkeye); not feeling well & not able to keep up with program activities; open or oozing sores; Fever of at least 100 º F under arm.
If your child becomes ill, you will be contacted to make arrangements for immediate pick-up.  It is important that you have an alternative care plan for times when your child is contagious and/or ill. We require that ill children remain at home while they are sick, as well as 24 hours after symptoms subside.  We request you contact the Center if your child is out sick and tell us the symptoms so we can alert classroom.
Medicine

Whenever possible, parents should be the one to give needed medication to their child.  This may not always be possible.  The following information gives required guidelines for Center medicine administration:
The written consent of a health care provider with prescriptive authority is required for all over-the-counter and prescription medications.  This must include child’s name, name of medication, reason for medication, dosage, method of administration, frequency (specify time &/or symptoms for which medication should be given), duration (start & stop dates), storage requirements, possible side effects, and any special instructions.  The consent form is good for the length indicated on prescription, the number of days indicated on medication, or two weeks of duration of illness – whichever is less.  Once a bout of illness is over, the form becomes void.  
All medication must be stored in original container and properly labeled with child’s name, date, & specific instructions for administration.  Family must provide measuring device appropriate to written instructions.  Medication will only be administered directly and may not be mixed in formula or food.  All unused medication will be return to family or properly discarded.
Immunization And Physical records -   A current immunization record is required for attendance. Update this record whenever there is an addition or change.  
Communicable Disease -  The Center keeps records on communicable diseases.  Any unusually large outbreak will be reported to Public Health.  Children can return to the Center when they are no longer contagious and can participate fully in scheduled activities, including outdoor play.  A doctor’s statement may be required informing the staff that the child is healthy enough to return to school. 
Tobacco/Drug/ALCOHOL Free Environment  - The Center is a drug and tobacco free zone. The use of drugs, alcohol and tobacco are prohibited at all times, both indoors and outdoors.  
Please note - we can not release children to anyone under the influence of drugs or alcohol.

PESTICIDE POLICY  - You will be notified 48 hours in advance any time an herbicide or pesticide is schedule to be used.  Notice posted on entry doors will include the product name, intended date/time of application, location of application, pests to be controlled, and name of person(s) handling the application.  
SAFETY & SECURITY
The Center's safety policies are based on the belief that prevention is primary to safety.  Every adult, including you, is responsible for the safety of the children at the Center.  
CHILD PICK-UP - We must have written authorization on file for any person who will be picking up your child/ren.  You may designate several people on your child’s Enrollment/Parent Consent form.  You are welcome to give us written authorization for a one-time or ongoing pickup.  Please remind anyone picking up they must have photo identification.  We cannot take responsibility for a child leaving here with an unauthorized or unidentified person.  
RELEASE OF INFORMATION - Information about whether a child is enrolled, is present at the Center, is having a good day, etc. will only be given to you after you have given identifying information.
Disaster preparedness Plan and EMERGENCY CLOSURES - As part of BC, ELC has procedures in place for response to fire, natural disasters, and other emergencies.  Since our families might not be able to get here after a disaster, we are prepared to care for children for longer hours if needed.  We conduct monthly fire drills and review Earthquake procedures. 
In the event of a Center emergency, children will be evacuated as necessary and if possible you will be contacted with information.  For an area emergency such as an earthquake, the Center will contact your out-of-state contact with information; if possible.   If you would like more information about the ELFCC’s Disaster Preparedness Plan, please contact administrative staff.
Child Protective Services   All staff members are required to report suspected child abuse or neglect to Child Protective Services (CPS).  The Center will work with CPS & families as appropriate to ensure the health and safety of children in the program.  Reports will be treated confidentially.
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