SCHOOL-AGE and Big K PARENT ORIENTATION PACKET

FORMS NEEDED PRIOR TO CHILD ATTENDING:

1. AF Form 1181* (Immunization Record)

2. AF Form 2652* (with copy of LES/Pay statements)

3. AF Form 357* (Family Care Plan-dual military and single military)
4. School-age Contract

5. School-age Agreement

6. Permission Slip (transportation and sign in)

7. Parent Handout

8. Info on Child’s interest (for homeroom teacher)
9. Parent Orientation Attendance 
NEED TO DISCUSS WITH PARENTS:

_____ Introduction

_____ Explanation of Process

_____ Special needs

_____ Room Procedures

_____ Room Orientation

_____ Sign in and out
_____ Classroom Tour

_____ Policies and Procedures

_____ Questions and Concerns                                                        

_____ Meal Policy

_____ Parent Advisory Board

_____ Parent Volunteer

 NOTES:

______________________________ will start on _____________in room____________


Child’s name




Date

Parent Signature






Date

___________________________



________________________

Management Signature





Date

Need Help with child care expenses?  For assistance call 866-755-4834, State Assistance or 982-2695, McChord Family Services.

Did you know…you can receive child care tax credits?  Call your tax preparer or the Internal Revenue Service to find out how.

SCHOOL AGE OPTIONS CONTRACT

Please fill out the following contract stating which option your child or children will be attending during the 2006-2007 school year.

My child/children__________________________________________will attend the School Age Program during the following time frame: (please check box below)

_________Before and After school care 6:30 a.m.-8:30 a.m. and 2:30 p.m.-6:00 p.m.

_________Before school care only 6:30 a.m.-8:30 a.m.

_________After school care only 2:30 p.m.-6:00 p.m.

I understand that this contract goes into affect from the date I sign until the last day of school.  I understand that if I need extra hours of care that I will pay an hourly fee for these extra hours at $4.00 per hour.  If a change needs to be made to this contract, I will discuss it with the School Age Coordinator or Director for approval.

_______________________





____________

Parents Signature






Date

Parents Email address:________________________________________________
Big K OPTIONS CONTRACT

Please fill out the following contract stating which option your child or children will be attending during the 2006-2007 school year.

My child/children__________________________________________will attend Kindergarten  in the:
_________Morning session

________Afternoon session
I understand that this contract goes into affect from the date I sign until the last day of school.  I understand that if I need extra hours of care that I will pay an hourly fee for these extra hours at $4.00 per hour.  If a change needs to be made to this contract, I will discuss it with the School Age Coordinator or Director for approval.

_______________________





____________

Parents Signature






Date

Parents Email address:________________________________________________
MCCHORD AFB YOUTH ACTIVITIES

SCHOOL AGE PROGRAM AGREEMENT
NAME


DOB/AGE

DATE OF REGISTRATION

__________________
__________

__________________________

__________________
__________

__________________________

I desire to have my child/children listed above to attend McChord AFB School-Age Program which runs from the first week of school in September to the last week of school in June of each year, on a  regular weekly basis.  The annual contract will have to be filled out and signed prior to acceptance of your child/children in the 2006-2007 school age program.

The Military Child Care Act of 1989 (Public Law 1809, Section 1504) requires that the Department of Defense (DOD) establish uniform fees for child care based upon total family income.  It is not required that a family provides income verification data.  However, if you choose not to, you will be charged the fee for the highest category, Category VI.  Income data is only needed if you wish to be placed in the lower income category.  Fees are then determined by Total Family Income (TFI) and usage of the Basic Allowance for Housing (BAH-II) chart.  All earned income, as well as BAH and Basic Allowance for Subsistence must be added in determining TFI.  TFI is defined as, “wages, salaries, tips, long-term disability benefits, voluntary salary deferrals, quarters allowance and subsistence allowances and in-kind quarters and subsistence received by military member, pay for service in combat zone and anything else of value, even if not taxable, that was received for providing service.  Quarter’s allowance and subsistence allowances mean the Basic Allowance for Housing (BAH) and Basic Allowance for Subsistence (BAS) received by military personnel (with respect to grade and status) and the value of meals and lodging furnished in-kind to military personnel residing on military bases.

Enrollment in School Age Programs include: Completion of AF Form 1181 which includes verification of immunizations, family data, and any special medical needs, updated emergency information and AF Form 357 (Dependent care plan) for dual military and single military parents.  AF Form 357 must be completely filled out and turned in to the center prior to entry. If you do not have a current AF Form 357 the center will accept a copy of the one you have until you are able to obtain updates.  Updated forms must be returned to the center NLT 2 weeks after entry to the program. Failure to comply with policy will result in termination of care.

Those who do not present a copy of their LES and/or spouse’s pay statement to verify income will be placed in the highest category, Category VI.

If a spouse is not employed during the time of registration, they are given 60 days to become employed.  It is critical that within 30 days of the spouse’s new employment that a pay statement by provided to the center.  If the spouse becomes unemployed once the child is enrolled in the center, the spouse will have two months to obtain new employment before child care will be terminated if there are working parents on the waiting list.  Parents who are full time students must submit a letter from the college registrar stating that they are a full time student.  

In case of illness or absence, the center must be notified as early as possible that day.  There will be no credit given for absence due to illness.  Please notify the center as soon as possible if your child will not be returning to the center after school.

Parents MUST notify the center one week in advance in writing when withdrawing from the program or patrons will be required to pay one week fee.

FEES:  Once this contract is signed a space is reserved for your child/children.  Fees must be paid by the close of business (6:00 p.m.) Monday or the first operating day of the week for the current week in which care is provided.  Fees may be paid in advance.  Patrons who do not pay by 6:00 p.m. on Monday will incur an additional $5 per child per day late payment fee until Friday of that week.  If weekly payments are not paid by Friday, it will be considered a delinquent account.  This contract will be considered void and the School Age Program reserves the right to deny services.  There will be a $10 late fee charged for each 15 minutes or part thereof after 6:05 p.m.  If parents do not contact the center or pick up their child by 6:30 p.m. we will attempt to call your emergency contact person, listed on the 1181 form—if there is no response Security Police will be notified. Consistent lateness will be referred to the Center Director or School Age Coordinator to discuss alternatives.

No refund will be made since signing this contract will reserve a space for your child/children on a continuous basis.  Parents are expected to pay the full weekly rate regardless of the number of the days or hours used.  On weeks with half days or all days out of school, there will be an additional charge.  Rates will not be prorated during weeks containing Federal holidays.

Cash, personal checks, money orders, or MasterCard/Visa is accepted.  Ensure checks are filled out properly with your child’s name on the check.  All checks must contain the following information: Sponsor’s name, rank, Squadron and duty phone.  Payments will not be accepted after 5:30 p.m.  There will be 3 options available.  Before and After School Care, Before School Care only and After School Care only, or kindergarten (big K) care.
Signing in/out-parent/designee must sign child in and out at the classroom on AF Form 1930.  Only person(s) listed on AF Form 1181 will be authorized to pick up your child. This person must be at least 16 years of age and be able to produce proper photo identification.  

Illness: the center will not accept children into care that are exhibiting signs of illness.  These include: diarrhea, vomiting, oozing eyes, undiagnosed rashes, fever, severe pain, open sores or other symptoms the Director or Supervisor on Duty my consider contagious.  If you child becomes ill while in the center, you will be called to pick him/her up to prevent others from being exposed.  This would included fever of 100 degrees, diarrhea or vomiting, or if the child does not feel well enough to participate in activities.  The child must be picked up within one hour.  

Special needs: Children who have special needs will be referred to the base medical advisor before they are accepted into the program to ensure we meet all the needs of the child.

Food and Beverages:  All food and beverages are provided by the Center.  Parents/children are not allowed to bring food into the center.  A physician or clergyman’s note must support special diets due to medical conditions or religious reasons.  If special diet items can not be purchased through normal channels, parents will be required to bring such items, which will be cleared through medical personnel.

Medication:  this policy is for children who have doctor prescribed (oral) medications, which are needed on a daily basis.  Parents must fill out AF 1055 – Child Care Center Medication Permission forms and have the clinic staff complete the top portion of this form.  We can only administer medication with the daily written approval of the child’s parents.  Prescribed medications must have the following information on the prescription label:  name of physician, date filled, prescription number, child’s name, dosage amount and frequency, ending date.  No over the counter medications will be administered.

The School Age program provides a one the 12 staff to child ratio.  Our discipline policy is applicable to all members and program participants.  The policy is designed to help each child develop self-control, self-esteem, and respect for the rights of others.  Our program cannot meet every child/parent needs as some children have difficulty adapting to large group settings.  Every effort will be made to help your child to adjust to their environment.

I HAVE READ THE ABOVE CONDITIONS AND AGREE TO ABIDE BY THEIR CONTENT

____________________




__________________

Parent Signature





Date

_________________________



__________________

School-age Program Director



Date
Photography Release Form

I,_______________________________, give permission for Services Marketing to photograph

   Parent/Guardian Name

or videotape__________________________________for all Services Marketing materials to 

                      Child’s Name

include print, video, and web advertising.

_______________________________________



___________________

                     Parent’s Signature






     Date

---------------------------------------------------------------------------------------------------------------------

Parent Permission for Use of Sunscreen

The School Age summer camp program has received approval to use the following sunscreen lotion to protect children from the sun while participating in these programs:

Coppertone Water Babies UVA/UVB Sun Block Lotion SPF 45

The item is waterproof, non-stinging, and hypo-allergenic.

I give permission for my child_________________________________ to use the approved sunscreen lotion while participating in the above named program.

_________________________


__________________________

Parent/Guardian Signature



Date

Child’s Interest Information

Dear Parents,

We are looking forward to having you and your child in our program.  In order to plan an exciting program of activities, we would like to know more about your child.  Please take a few minutes to fill out this form and answer as many questions below as you can.  You may want to discuss some of the questions with your child.

Parent’s name_________________________________

Date______________

Child’s name____________________________     
  Nickname____________________

Age_______

Grade______



Parent’s Primary Language______________Child’s Primary Language___________

Mother’s home phone_________________
              Work_______________________

Father’s home phone_________________

    Work_______________________

Is child living with: both parents______ mother______father_______other_______

Brothers and sisters name and ages:__________________________________

Countries, cultures that are represented in your family:______________________

Holidays, celebrations, customs, traditions your family observes/how observed:

Tell us about some of the occupations and professions represented in your family:

What are some recipes and/or foods that represent your family culture?  What foods are your family’s favorite to eat and prepare?

Information about your child’s interests

Please tell us about your child’s favorite activities to do at home or in the neighborhood (check the activities, which your child enjoys.)

_____Sports and outdoor games
 _____Board and table games            _____Dancing

_____Music



 _____Playing a musical instrument   _____Singing

_____Arts and Crafts

    
 _____Exploring Nature
           _____Reading

_____Building things


 _____Socializing with friends
 _____other

_____Play acting


 _____Cooking

Examples of your child’s most favorite activities (list specific games, crafts, musical interests, hobbies, etc.)

Information about your child’s temperament and personal style

Please tell us a little about your child’s temperament and personal style so that we can provide appropriate guidance and support.  (For example, is your child active?  Quiet? Shy? Outgoing? Intense?  Easygoing?  Persistent? Distractible?

________________________________________________________________________​______________
What do you think are your child’s best qualities?

What are the most important things we can do to help your child have the positive experiences in our school-age program?  Are there areas where you feel your child may need any kind of extra help or support?  If yes, please describe them.

Before and After School Program (BASP)
McChord AFB WA

Program Description:  

This program provides year-round daily service for Kindergarten-6th grade children of McChord Active duty and DoD civilian employees during non-school hours.

School age Mission statement and philosophy
Mission Statement: To provide a quality school age program which meets the emotional, social, physical, and cognitive needs of children in grades K-6 of McChord’s working families.

Philosophy: To provide a developmental and safe, well supervised school age program with age appropriate activities.  The curriculum and instructions are designed to develop a child’s self-esteem, diverse needs, interests, and sense of competence and positive attitude toward learning.

The program is divided into two distinct but complementary components: The Before and After School Program and Summer Camp (during the extended school summer holiday).

Location:

Building 560, McChord AFB

Phone: 982-9056

Hours of operation:

Summer and School break hours:

6:30 a.m.-6:00 p.m.

Monday through Friday

School Hours:

630-830 a.m.

2:30-6:00 p.m.

Monday through Friday

Half Day of School Hours

630-830 a.m.

11:50a.m.-6:00 p.m.

The Center is a non-smoking facility

Registration Information

1. Read this parent handbook carefully.  You are responsible for knowing the information contained in it.  If you have any questions, please contact the Center Director or School Age Coordinator.

2. All parents must attend an orientation briefing before being accepted into the program.

3. These forms must be completed and returned before the child/children are accepted in the program: registration form (AF 1181) including recent immunizations, AF 2652 Total Family Income with a copy of the most recent LES and pay statement of spouse.  Single and dual military couples must have on file AF 357 Dependent Child Care Certification.  The options contract and transportation permission slips must also be on file.

4. Enrollment is on a full-time basis only.  Options include: Before and After School, After School, or Before School Care.

5. Eligibility and Enrollment: Dependents of active duty military assigned to McChord Air Force Base and Department of Defense civilian employees assigned to McChord who are eligible to enroll in our School Age Program may do so as long as it does not displace any family holding higher priority as outlined below.  Priority is as follows:

a. Active Duty and DoD Civilian dual employed; single parent, dual military, those attending school full time who are assigned to McChord AFB.

b. All others.

6. It is the responsibility of the parent to keep enrollment records current as to the home and business phone, medical information, and persons authorized to pick up children.

BEFORE AND AFTER SCHOOL ENROLLMENT

PLEASE REMEMBER!  ALL CURRENT PATRONS MUST REGISTER IN AUGUST FOR THE NEXT SCHOOL YEAR AND REGISTER FOR SUMMER CARE (SUMMER CAMP) IN MAY.  DON’T ASSUME THAT ONCE YOU’RE ENROLLED IN THE PROGRAM, FUTURE ENROLLMENT IS AUTOMATIC.

Waiting List: Due to space and ratio constraints enrollment in the School Age program and summer day camps is limited.  It may be necessary therefore to establish a waiting list for persons desiring to participate in one of these programs.  Persons placed on the waiting list will be offered space in the desired program (when available) according to their priority.
Terminations: Normally, once accepted into the School Age Program, termination would only occur due to nonpayment of fees.  However, if there is a waiting list, participants whose spouse is no longer employed or who can not verify they are a full time student will be given two weeks notice of termination.  Should two or more families fall within this category; the termination notice will be given to the most recent enrollee.

Sign in and sign out procedures: Parents are responsible for signing their child in and out of AF Form 1930 on a daily basis.  Be sure the form is complete and includes special instructions, such as “doctor appointment at 2:30 p.m.”. Children 10 to 12 years of age may sign themselves in with a permission letter signed by parents, the only exception is on Monday when the parent MUST sign their child in the morning. Children will not be released to persons not listed on the registration without written authorization.

Transportation of Children: Children will be transported to and from school via a Clover Park District School bus.

Activities: Children are able to participate throughout the day in various learning centers which include arts and crafts, dramatic play, woodworking and constructive play (i.e. blocks), science and nature, computers, homework time or a quiet place to read a book or play a game and active play either outside or inside.  Throughout the school year and summer, children will also be able to participate in various field trips.

Parent Participation and Communication: The School Age program is open throughout the day for parents to visit their children.  We also offer opportunities for parents to help out in the classroom; volunteering for field trips, offering to teach children various skills, such as, sewing and woodworking, or to talk to the children about various topics.  Through participation in the School Age parent Advisory Group, families can have input into program policies.  Parents will be kept informed about the program through monthly parent newsletters, classroom schedules, meetings with your child’s homeroom teacher or email.

Special Needs: Children having special needs and/or a chronic illness will be accepted into the School Age Program.  Parents upon requesting a space will be given a referral letter to the Youth Center medical advisor.  They will then make a determination on how to best care for the child.

SUMMER DAY CAMP ENROLLMENT:  Registration for summer day camp (i.e. summer care) begins in the month of May on a yearly basis.  If you are currently enrolled in BASP you MUST STILL enroll for the summer camp if you require care during the summer.  BASP ends on the last day of the school year.  Current BASP patrons have registration priority for summer camp.  For each summer day camp a week long period for registration will be reserved for BASP patrons only.  After this week, enrollment is open to Active Duty, DoD and NAF personnel.  The following week open to all eligible patrons until remaining slots are filled.
The purpose of this program is to provide a structured, stimulating and fun-filled environment during extended school vacations.  These weekly camps have a theme assigned.
Fee Payment
Fees are based on total family income.  Fee sheets are available at the front desk.

1. Weekly fees are payable on Monday of the week of service.  If not paid by the end of the week, the child will be denied service.  During teacher in-service days, conference days, or other school half days fees additional fees will be applied to the weekly fee.  A $5.00 late fee will be charged per child every day until payment is made.
2. Full tuition will remain applicable for shorter weeks in which there are federal holidays.

3. There will be no tuition credit offered for absences due to illness.

4. If a child is picked up after 6:05 p.m. there will be a $10 late fee charged for each 15 minutes or part thereof.

5. Fees can be paid between 6:30 a.m.-5:30 p.m. Monday thru Friday.  Fees can also be paid via telephone with a credit card.

6. No vacation time will be allowed.  Parents must pay on a weekly basis to keep their slot open.

7. No refunds or credits will be issued for partial weeks not used.

Food

Breakfast will be served between 7:15 – 7:45 a.m. and a nutritious snack will be served to all children during the course of the afternoon each day.  Lunch will be served to kindergarten children, and when older children are out of school all day, lunch will be served to them as well.

Gum is not allowed in the center.

Protect children
If you suspect child abuse, neglect or safety violations report them to your installation family advocacy program, 982-3684 or call the Department of Defense Child Abuse/Safety Violation Hotline, 1-800-336-4592.

Illness and Emergencies
Children who are ill (running nose, continuous cough, sore throat, unexplained rashes, swollen glands, stomach ache) or have a fever within the past 24 hours, should not be brought to the center. Also a child who was out sick from school should not be brought into the program after school.

When a child becomes ill with a temperature of 100 degrees, is vomiting, or is seriously injured at the center, the parent will be notified and is expected to pick up the child within the hour.

In case your child has an accident in the program, staff will apply basic first aid and provide documentation of injury to the parent upon arrival.  If a more serious injury occurs, parents will be notified of injury by phone to inform them the child needs to seek medical attention.  If a parent cannot be reached to take the child to the clinic, then the staff will take the child to the base clinic.

In case of an emergency, as determined by the staff, base emergency personnel will be notified immediately afterwards.

If due to an emergency, the child is picked up at school the parent MUST notify the School Age Program.  After a child recovers from a contagious disease, a doctor’s note is required to return to the center.

Medication Policy

This policy is for children who have doctor-prescribed (oral) medications which are needed daily.  Parents must fill out AF1055-Child Care Center Medication Permission form and have the clinic staff complete the top portion of this form.  We can only administer medication with the daily written approval of the child’s parents.  Prescribed medications by a physician can only be administered.  We cannot give nonprescription medications.

Miscellaneous Items

Toys, games and other personal items must not be brought to the program.  The staff cannot be held responsible if items are lost or broken.  Because there are many other children involved in the program it is very important that all children use their designated lockers/cubby spaces to keep their belongings. If items become lost there is a designated Lost and Found where items are placed.

There is a homework area for children if they desire time to do so.  Staff can only encourage children to work on homework we cannot make a child do his or her homework..

Field Trips

Field trips are activities that children can choose to participate in.  When trips are planned, there will be more than one opportunity to attend in most cases.  For example, the same trip will be scheduled Tuesday, Wednesday and Thursday of the same week to give children the opportunity to choose the day, and to give everyone a chance to attend.  The size of the field trip group will be no larger than 25-30 children per trip; depending upon the size of the group the appropriate number of staff will attend as well.  The ratio for field trip staff to children is 10:1.
If your child chooses not to attend the field trip he or she may participate in the activities that will be continuing in the School Age Program on a daily basis.  Children will not be allowed to attend field trips without a parent signature.  Field trip sign up sheets are located at the front desk when field trips are scheduled.

Appropriate Dress

An important part of our program is outdoor play and field trips.  Please have children dress appropriately for the weather, so they may participate in outdoor activities.  Open toed shoes, sandals and shoes that have no strap to hold them on (such as clogs) are not permitted due to safety reasons.
Holidays

The Before and After School Age Program will be closed on all federal holidays. Fees will not be prorated for holidays.

Discipline/Guidance Policy

The discipline/Guidance policy is applicable to all members, guests and program participants.  The policy is designed to help each child develop self-control, self-esteem, and respect for the rights of others.
The rules were established with youth and parent input considered.  We let the children know the consequences if they do not follow the rules.
1. The first time a minor rule is broken, each child is given a verbal reminder.

2. The second time, the child is removed from the situation or activity, and redirected to an alternate activity.

3. The third time, the child will have privileges removed, such as restriction from an activity for a reasonable period of time.

4. If a child is restricted from an activity, a staff person will let the parent know what has happened.  This will allow parental support of staff effort and joint involvement in child guidance.  A log will be maintained of these incidences for future reference.

5. Major infractions will result in temporary suspension.

If these practices do not help the child gain control, there will be a conference between the Director, parents and staff as appropriate.  Major or repeated infractions will result in temporary suspension by the Director and possible expulsion of the participant from the program by the Installation Commander (In accordance with AFI and upon recommendation of the Director or his/her designated representative).  An incident report will be completed by the on-scene staff member when a serious infraction has occurred involving a program participant.
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