WELCOME
WELCOME TO THE ROCK ISLAND ARSENAL SCHOOL-AGE AND YOUTH SERVICES CENTER.  We are pleased that you and your child will be participating in our programs.  We consider it a privilege to share in your child’s growth and development.

The Rock Island Arsenal School-Age program is accredited by the National AfterSchool Association.  Both the School-Age and Youth Services programs are certified by Department of Defense.  We strive to offer quality services which include trained staff and a developmentally appropriate program to stimulate your child’s physical, emotional, social and intellectual growth.  
This parent handbook has been prepared to introduce you to the services offered by the RIA SAS/YS programs.  Policies and procedures of the program are explained in this handbook.  We encourage you to read this handbook carefully and to discuss any questions you have with us.
MISSION STATEMENT
The Mission of Child and Youth Services is to:

· Support readiness by reducing lost duty time due to conflict between parental responsibilities and unit mission requirements.

· Contribute to the quality of life and well-being of families in the command with young children.

· Support parental child-rearing responsibilities by providing developmentally appropriate care options for children.

· Contribute to the growth and development of children while they are under Army care.

PHILOSOPHY

The goal of any SAS, MST or YS program is to promote development of children in accordance with the needs, abilities, and genuine interests of each child.  Specifically, children must feel good about themselves in order to reach their full potential.  The programs are fun-filled, hands-on, positive, flexible, and educational.  Staff to participant ratios is 1:15 or better.

ADMINISTRATIVE PROCEDURES

PROGRAM ELIGIBILITY
Active duty military personnel, DoD civilian personnel, reservists on active duty, and DoD contractors are eligible to use the School Age and Youth Services Center.  First priority is given to active duty military personnel.

We offer full-time childcare to eligible patrons for care during duty and/or school hours.  Duty hours may be defined as any period of time in which you are expected to be at work.  This would include regular duty time, flex time, overtime, TDY, and instances of sick leave.  We ask that you keep us informed of any changes in your work schedule for staffing purposes.  Hourly care is available to eligible patrons on a space available basis except during summer day camp.

At the discretion of the SAS/YS Director and CYS Committee a child will be removed from the group if, after a reasonable trial, he/she demonstrates inability to participate in or benefit from the type of care offered by the program or whose presence is detrimental to the group.
PRIORITIES FOR SERVICE

a. PRIORITY A:  All full time working military parent families.  Military families have a one-time priority status in a specific program

1. Single Parent Active Duty Military

2. Both Parents Active Duty Military

3. Active Duty Military with full-time working/full-time student spouse.  

b. PRIORITY B:  All full time working civilian parent families in the following order:

1. Single Parent DoD civilian.

2. Both Parents DoD civilian.

3. DoD civilian with full-time working/full-time student spouse.

     c.  PRIORITY C:   All other eligible patrons in the following order:

                 1.  Active duty military with non working/non full-time student spouse.


     2.  DoD civilian with non working/non full-time student spouse.


     3.  DoD contractors.
NINETY-DAY GRACE PERIOD

a. Rock Island Arsenal Child and Youth Services has established a special program to meet the needs of new military families arriving where a spouse may be seeking full-time employment or enrolling as a full-time student.  We realize that transitions for families are not easy and we want to be able to assist you and provide you with quality childcare that is affordable and available.

b. Families will be provided a one-time opportunity to be considered Priority A (3) for a period of 90 days for childcare services.  This 90-day period will provide an opportunity for the spouse to seek full-time employment or enroll as a full-time student.  If more time is required beyond these 90 days, families may request, in writing, up to an additional 90 days.  

c. If full-time childcare is not required or needed, hourly or daily care options are offered except during Summer Day Camp.

d. When a spouse accepts employment or enrolls in school, they will be allowed to retain their childcare space in the program.  When the grace period ends and the spouse has not found employment or enrolled in school, full-time childcare services will end and families will be allowed to go back on the childcare waiting list based on Priority C (2).

e. At the time the spouse accepts employment, a new DD Form 2652, Fee Application, will be completed to reflect the additional income and determine the childcare fees.  

REGISTRATION PROCEDURES
Parents/guardians must register their children at the Child and Youth Service Central Registration Office.  This office is located in building 110, first floor, NE wing and is open from 0700-1600 Monday through Friday.  Appointments are required and can be made by calling 
782-0791 to schedule.  Families must re-register for CYS programs on an annual basis.

When you schedule your registration appointment, you will be informed what type of information to bring with you to complete the registration process.  Our registration process is streamlined and efficient in an effort to make this process simple and timesaving.
TOUR OF FACILITY/ORIENTATION

Parents are encouraged to visit and tour the School-Age/Youth Services Center before signing their child up in various programs.  At this time the Director introduces the parent to the facility, the staff, and the overall program as it relates to their child.  Daily routines, sign in/out procedures, and administrative procedures are also discussed.  During this time parents are encouraged to ask any questions they may have and to make arrangements for the parent and child orientation.  

Parents are invited to an orientation visit before their child’s first day of participation.  Orientation begins with a tour of the facility, and an introduction to staff and participants.  We encourage the child to participate in any activity that is going on at the time.  Many times we will combine the tour and orientation so that parents do not have to make multiple trips back and forth.    

HOURS OF OPERATION

For specific program hours of operation, please refer to Program Overview beginning on page 5.

SAS/YS will be closed all federal holidays, the day after Thanksgiving, CYS Staff In-service Day and any other additional days/installation closures approved by the Garrison Manager.  Fees will not be reduced, refunded or prorated for these days.

A late charge of $1.00/minute will be charged per family per site after 1715 due to parents’ late arrival.  The maximum late fee charge will be $15.00

FEES
DoD has mandated the implementation of a sliding fee scale based upon total family income.  Parents using SAS/YS programs must provide documentation of total family income in order to accurately assess fees.  Parents who decline to provide income verification will be assessed the highest rate.

Parents may opt to pay on a monthly or bimonthly basis.  Payments are due by the 1st and 16th of each month.  Late payment fees will be assessed at COB on the 6th and 21st of each month on all unpaid accounts at the rate of $5.00.  Childcare services will be suspended if fees are not paid by COB on the 10th and 26th of each month.  It is the parent/guardian’s responsibility to ensure that payments are made in a timely manner.  Families enrolled in the After School Program may take 2 weeks vacation leave at no charge per contract year.  We define a week to be any five consecutive days.  In order to provide appropriate staffing ratios and to maintain a child’s space in the program, fees are assessed whether or not a child is in attendance.

SAS/YS accepts cash, check, debit or credit card and offers discount vouchers for parents who help with specially designated projects.  All receipts should be retained as proof of child care expenses in computing possible credit for personal income taxes.

A $35.00 returned check charge will be due for all returned checks.  Upon receipt of a Non Sufficient Fund check, patrons will no longer be able to pay by check.    

We require a 2 week written notice if and when you decide to leave the program.
SIGNING CHILDREN IN/OUT

Parent must escort their child to and from the program and sign the daily attendance register for the Before School Program, School Out Program, Summer Day Camp Program, Transition Camp Program, Inclement Weather Program and Open Recreation Programs.  If a child is in 6th grade and has completed the Home Alone Class, then parents may give written permission for that child to sign themselves out and walk home, otherwise participants must be 14yrs and older to sign themselves out.  Children participating in the After School Program will sign themselves in.  If a child does not arrive after school and no prior notification has been given, a SAS/YS staff will follow procedures outlined in SOP No 32 to locate the missing child.

Children will only be released to parents or child release designees.  Adults, picking up children who are unfamiliar to staff will be asked for identification and their names verified against the emergency pickup list. Children will not be released to siblings or other children under the age of 14.  Parents are responsible for their child’s safe departure from Youth & School-Age Services programs.  If a parent arrives at a SAS/YS program to pick up their child and smells of alcohol, has slurred speech, or appears to be inebriated, the RIA Police will be notified.
When children remain beyond normal operating hours and parents and emergency release designees can not be reached by phone, children will remain at SAS/YS with CYS personnel.  The Family Advocacy Program Manager (FAPM) will be notified if staff are unable to reach a parent or release designee after one hour.  It is the responsibility of the FAPM to notify the Department of Children and Family Services.  The child will remain at SAS/YS until a parent or designated emergency release arrives or a representative from DCFS takes custody of the child.  SAS/YS staff will continue to try to reach the parents or release designees.  The CYS Coordinator will be contacted and the situation will be documented in writing.
STAFF QUALIFICATIONS

STAFF QUALIFICATIONS AND BACKGROUND CHECKS
Eligibility requirements for Child and Youth Services staff vary with the level of each position.  The minimum qualifications for an entry level position are to be 18 years of age; have a high school diploma or equivalent; be able to speak, read, and write English; and be able to lift 40 pounds.  Background security checks are completed and reviewed for each applicant.  Employment selection is contingent on a favorable background check.

TRAINING
All caregivers must complete an orientation training prior to working with the children.  They are required to become familiar with SAS/YS policies and procedures through one on one or group training with the Training and Program Specialist, reading SOPs, watching training videos, and completing supervised work experience with the children and lead staff prior to their first official duty assignment.
New employees are required to complete 13 Army Child Care Training Modules within 18 months of initial employment in addition to various other training requirements.  Staff who have completed the training modules are required to complete 24 hours of training annually.  Some of these annual requirements include: First Aid, CPR, Child Abuse Identification and Prevention, and completion of a research based special project.  

CYS support staff, to include cooks, clerks, training and management personnel, have a prescribed training agenda tailored to meet the requirements of their positions.

DEVELOPMENTAL PROGRAM

[image: image1.jpg]



The School-Age program is accredited by the National AfterSchool Association.  NAA’s mission is to be the leading voice of the afterschool professional dedicated to the development, education and care of children and youth during their out of school hours.

The benefits of NAA Accreditation include:

· Accreditation leads to sustained program improvement.  This is documented through ASQ team program improvements made and annual reports on continuing compliance sent to NAA and verified every four years through the Endorsement Visit process.  

· The NAA Standards for School-Age Quality specifically address the indicators of quality programs reflected in current research.  

· Quality programs lead to better outcomes for children and youth.

· The Accreditation process promotes a team approach to program improvement.  

· The NAA Accreditation ultimately leads to a better trained workforce, leading to greater stability and ultimately better outcomes for children and youth.  

Programs that have been accredited by NAA have voluntarily undergone a comprehensive process of internal self-study and improvement.  Each NAA accredited program must meet all 36 Keys to Quality, which are broken down into six categories.  

The six categories are:

1. Human Relationships

2. Indoor Environment

3. Outdoor Environment

4. Activities

5. Safety, Health, & Nutrition

6. Administration

NAA Accreditation is valid for four years.  During that period, programs make annual reports documenting that they maintain compliance with the program standards.  For more information about NAA Accreditation, visit www.naaweb.org . 

PROGRAM OVERVIEW

SCHOOL AGE SERVICES offers a variety of programs for participants ages 6-10 years (or 5 years if enrolled in Kindergarten), during parental duty hours.  Fees for all SAS Programs are based on the DoD Sliding Fee Scale.   Participants are eligible for programs based on their age as of 31 August.  
· Before School Program operates M-F, from 6:00-8:00 AM, except on Federal Holidays.  
This is a time for participants to receive homework and computer assistance, participate in planned group activities or pursue their own interests.  This program is available to all registered participants.  

· After School Program operates from 3:15 - 5:15 PM, Monday-Friday, except on Federal Holidays.  This is a time for participants to receive homework and computer assistance, participate in planned group activities or pursue their own interests.  Payment for this program is due at the beginning of each month.   This program is available to all registered participants. 

· School Out Program is offered during planned school closures for the following public school districts: Moline, East Moline, Rock Island, Sherrard, Geneseo, Davenport, Bettendorf, North Scott and Pleasant Valley.  These programs are scheduled for participants K-13 years old, and are open from 6:00 AM- 5:15 PM.  Sign-up dates for these activities are listed in brochures that are sent out monthly.  
· Inclement Weather is available when select schools are cancelled due to inclement weather.  Hours are 6:00 AM- 5:15 PM.  Pre-enrollment for this program is necessary.
· Junior Volunteer (JV) Program is for participants 14 years of age or older.  These participants assist the paid staff with program implementation.  Opportunities for JV’s are year round.

SUMMER PROGRAMS offer a variety of programs for participants who have completed Kindergarten thru Junior’s in high school, during parental duty hours.  Fees for all summer programs are based on the DoD Sliding Fee Scale.   Participants are eligible for programs based on their age as of 31 August.  
· Summer Day Camp is a 10-week, program that operates in the summer months.  Activities include, but are not limited to, swimming, bowling, skating, field trips, and crafts.  Hours are 5:45 AM-5: 15 PM Monday-Friday, except on Federal Holidays.   

· The Middle School Summer Camp operates in the summer months, and is open to participants ages 11-13.  Activities are designed to introduce participants to new challenges, while at the same time incorporating activities they might have participated in before.   Hours are 5:45 AM-5: 15 PM Monday-Friday, except on Federal Holidays.
· During the summer teens have the opportunity to participate in a 4 day a week, 10-week camp.  The B.R.A.T. Pac (Beneficial Recreation Activities for Teens) summer program offers a variety of activities that include computers, field trips, projects, and leisure time.  These activities are designed to incorporate teen’s interest while developing/enhancing their character and leadership skills.  Hours are 8:00 AM-5: 00 PM Monday-Thursday, except on Federal Holidays.
· Transition Camp is offered for participants 6-13 years old during the timeframe between the end of camp and the beginning of the school year. Hours are 6:00 AM- 5:15 PM.
YOUTH SERVICES

Youth Services offers a variety of programs and activities for the whole family and individual age groups.  There is no extra fee for those programs unless the participants are going on a field trip. If extra money will be needed for a trip, the staff will inform the parents at least a week in advance.  Youth meet weekly to plan activities, go on local field trips, learn new skills and have fun.  Be sure to read our monthly calendar for program specific information.  Participants are eligible for programs based on their age as of 31 August.
· Boys & Girls Club and 4-H, all YS participants have the opportunity to explore their curriculum.  These activities include but are not limited to; Photography, Fine Arts, Cooking, Sports Fitness and Technology.  

· Kids Club offers fun activities for participants’ K-8 years old. The participants plan activities for this program, ranging from indoor activities to outdoor field trips.  Shuttle service to Quarters is available after this program with parental permission.

· Club WAC is for participants who are between the ages of 9-10.  The participants plan activities for this program, ranging from indoor activities to outdoor field trips. Shuttle service to Quarters is available after this program with parental permission.

· Middle School Program, Torch Club, is for participants ages 11-13.  The participants plan activities for this program, ranging from indoor activities to outdoor field trips.  A Middle School council will be elected to help with club business.  Along with the elected officials, participants will help with the organization of the club.  This club allows the Middle School participants to be with their peers and discuss problems that occur for this age group.  Check YS monthly calendar for specific dates and times.  Shuttle service to Quarters is available after this program with parental permission.
· Teen Program, Keystone Club, is open to participants ages 14-18.  Specific Fridays of each calendar month are set-aside for the teens.  On at least one Saturday of the month we offer a special teen event.  Please check the YS monthly calendar for specific dates and times.  Monthly events are planned by the teens, and range from educational classes to lock-ins.  They have an active teen council and teen fund.  Shuttle service to Quarters is available after this program with parental permission.

· Open Rec is for all registered participants.  Open Rec is on Fridays, during the school-year, from 3:15 – 5:15 PM and one Saturday a month.  Please check the SAS/YS monthly calendar for specific date and times.  

CHILDREN WITH SPECIAL NEEDS
All SAS, MST and YS programs strive to incorporate Exceptional Family Member Program (EFMP) participants and all other children with special needs, into all activities offered.  A Special Needs Accommodation Process Team (SNAP) consisting of the child’s parents, the EFMP Director, SAS/YS Program Manager, CYS Coordinator, Army Public Health Nurse from Fort Knox, and direct care staff will meet prior to the child’s participation in any programs to discuss how we can best serve the child.  For more information, please contact the SAS/YS Program Manager.
TRANSPORTATION

Participants will be transported to and from activities in a variety of vehicles.  Regardless of mode (SAS/YS van, SAS/YS bus, contracted bus services, or motor pool bus), all riders will observe rules established by the conveyance.

FIELD TRIPS

Parents will be notified at least 1 week in advance of any field trip.  Parental permission must be given to a SAS/YS staff member before a child will be allowed to participate.  Emergency notification information, basic first aid supplies, and cell phone are taken on all field trips.
PARENT INVOLVEMENT

PARENT PARTICIPATION

Parents are welcome to observe their child in any of our programs at any time.  Parents are encouraged to volunteer on field trips, or to show a special talent, skill, or hobby.  Volunteers and observers cannot be included in the staff/child ratio.  We also encourage parents to participate in our quarterly Parent Advisory Council (PAC).  The dates and times of the PAC are listed on the monthly SAS/YS calendar.  Minutes from the PAC meetings are posted on the CYS website after each meeting.  This is a time for parents to give input into the programs and activities that we plan.  Parents may also volunteer to be part of our ICYET, Commitment to Quality, National Afterschool Association or any other self-evaluation process we complete.  

The SAS/YS monthly calendar and menu are located near the front desk are also posted on the CYS Website.   Any information about upcoming events and/or classes is located in the same area.

HEALTH, SAFETY, & SECURITY

HEALTH REQUIREMENTS
Any child enrolled in a CYS program must be free of communicable diseases and have documentation on record of all age-appropriate immunizations.  Sponsors are responsible for providing immunization updates to CYS staff.  We are required to comply with the state of Illinois guidelines regarding required immunizations.

All children must have a health assessment completed by parents and medical staff within the last year or within 30 days of enrollment.  The physical examination will be completed once upon admission and the form will then be updated annually by parents at re-registration.  If a parent indicates a significant change in their child’s health status a current medical examination will be required.  

ILLNESS CRITERIA FOR DENIAL OF SERVICES
All children in our programs are screened for wellness each day.  In order to properly protect all children in our care, children who arrive ill, or who become ill during the day, will be denied service based upon the following symptoms:

1.  Temperature in excess of 100.5 degrees auxiliary for children under three months old and in excess of 101 degrees auxiliary for children over three months of age.  

2.  An inability to participate in daily activities.

3.  Obvious illness such as impetigo, scabies, ringworm, chicken pox, head lice/nits, conjunctivitis (pink eye), pinworms, strep infection that has not been under treatment for at least 24 hours, a persistent cough (prolonged coughing that interrupts the child’s activity and/or participation in CYS activities), runny nose with green or yellow mucous discharge, severe diarrhea (3 loose stools in an 8 hour period) or vomiting more than once or in combination with other symptoms such as fever, rash or stomach ache.

Parents who are called to pick up their child must do so as quickly as possible, but no later than 1 hour after notification.  Failure to do so may result in a suspension of program privileges. 

READMISSION POLICY
Children will be re-admitted following an illness when their presence will not endanger the health of other children.  A child may return when treatment has begun, he/she feels well enough to participate in usual daily activities and the following conditions exist:

1.  No fever for 24 hours

2.  No vomiting or diarrhea for 24 hours

3.  The appropriate doses of antibiotics have been given over a 24 hour period for known strep or other bacterial infections.

4.  Chicken pox lesions are crusted, usually 5-6 days after onset.

5.  Scabies is under treatment

6.  Pinworm treatment has occurred 24 hours before re-admission.

7.  Lesions from impetigo are no longer weeping.

8.  Conjunctivitis has diminished to the point that eyes are no longer discharging.

9.  The child has completed the contagious stage of the illness.

10. The child has written documentation from the health care provider stating that they are cleared to return to the childcare program.  

COMMUNICABLE DISEASES

Parents must notify CYS program personnel if their child contracts a communicable illness.  It is our responsibility to report outbreaks of communicable diseases to the health consultant to protect the health and well being of all children in our care.  All parents will be notified in writing of such outbreaks in our programs. If the illness is of an unusual nature outside the normal childhood illnesses an email notification will be sent to all parents. In order to maintain the privacy of our patrons identifying information such as the name of the child and the exact location of the outbreak will not be released.  Information about a variety of communicable illnesses is available on the CYS website.

MEDICATIONS/BASIC CARE ITEMS
1.  No medication will be administered without a doctor’s prescription and a parent’s written permission.  Antibiotics, antihistamines, and decongestants are the only categories of medication which can be administered and must be on the approved medication list.  Any other medications must be approved by the health consultant on a case by case basis or must be administered by a parent until approval is granted. 

2.  Medication will be administered only to children regularly scheduled in a full day program.  

3. Medications must be in the original container and appropriately labeled with child’s name, name of medication, dosage strength, and current date.

4.  Medications must be administered by a parent for the first 24 hours.

5.  Parents will sign a medication card which will be maintained daily by the caregiver including dosages and times.

6.  No over the counter medications will be given except for basic care items.  These items include sunscreen, insect repellant, diaper rash ointment, lotion and teething irritation salve.  These items must be in their original container and labeled with the child’s first and last name.  Parents will sign a basic care card which will be maintained by the caregiver.   These may be renewed every three months.

7.  All medications must be given to SAS/YS staff to place in a secure area.

8.  Medications considered to be rescue medications must be on site at all times the child is in attendance in the program.  

INJURIES/HEALTH EMERGENCIES
If a child should become injured while in attendance at SAS/YS an Incident Report Form will be completed by CYS staff.  The form will note the circumstance, the type of injury, any first aid that may have been applied, and recommendations, if any, to prevent a similar incident from recurring in the future.  In some instances, parents may also be notified by phone of certain types of injuries.  If a child is injured because of the actions of another child, reports will be issued for both children.  The identity of both children involved in such incidents will be kept confidential.  

If an Incident Report Form has been completed for your child, the child’s name will be highlighted on the sign-in sheet.  The staff will make every effort to speak to you in person about the incident when your child is picked up.  If you would like to personally talk to the staff member who completed the form, please let us know and we will schedule meeting for you.  

Children who develop conditions requiring immediate medical treatment will be taken to a local medical facility for evaluation via ambulance.  CYS staff will contact parents to notify them of this.  A CYS staff person will accompany the child in the ambulance in the absence of the parent.  Parents will sign a release form at registration authorizing CYS staff to approve medical care in their absence.

SECURITY/EMERGENCY PROCEDURES

CYS staff are aware and trained in general safety and security procedures relating to the children’s safety and well being.  They have been trained in evacuation procedures in the event of security issues or natural disasters.  Emergency kits are assembled and ready to move in the event of the need to evacuate.  Fire evacuation drills are practiced monthly.  Tornado drills and security evacuations are practiced on an annual basis.

If we are ever notified that we need to evacuate because RIA has been moved to DELTA Status, the Motorpool will utilize their bus as well as any additional Motorpool or CYS vans available to transport children from all CYS programs on the installation.  Security will assist in stopping traffic so we can exit the installation quickly and go directly to the I Wireless Center.  If for some reason we are not able to evacuate to the I Wireless Center we will go to either the YMCA site in Davenport or Bettendorf.  Parents should pick children up at the alternate location directly following their exit off the island. 

FOOD PROGRAM
CHILD AND ADULT CARE FOOD PROGRAM (CACFP)
The School -Age/Middle School programs participate in the Child and Adult Care Food Program (CACFP).  This is a Federal program that provides monetary reimbursement to participating programs for serving nutritious meals.  All families are asked to complete an enrollment form and Household Eligibility Application at registration.  The program is administered by the Food and Nutrition Service, an agency of the U.S. Department of Agriculture.  CACFP is available to all eligible children without regard to race, color, national origin, sex, age, or handicap.  Any person who believes that he or she has been discriminated against in any USDA related activity should write immediately to the Secretary of Agriculture, Washington, D.C. 20250.  

During the school year, breakfast and an afternoon snack are served.  During full day programs and Summer Day Camp, a lunch will also be served in addition to breakfast and afternoon snack.  

Children requiring menu substitutions for medical or religious reasons must have a completed Special Diet Statement listing foods to be omitted and acceptable substitutions for those foods.  These forms must be signed by the child’s physician if required for medical reasons or by a representative of the family’s religious institution if requested for religious purposes.

With the exception of special dietary needs, please do not send food to the center.

CHILD ABUSE PREVENTION POLICIES

DISCIPLINE

Discipline is a way of teaching a child to control his/her own behavior.  Children will be disciplined in a consistent way based on the individual needs and the developmental levels of the children.  Constructive disciplinary measures will be used.  For example, praise for appropriate behavior, the separation of the child from situations, gentle physical restraint such as holding, or removal of privileges are all possible actions.

The following forms of discipline will not be used:

a. Corporal Punishment

b. Confinement in small spaces such as a closet

c. Restraints

d. Verbal Abuse

e. Deprivation of meals

f. Deprivation of snacks

Inappropriate behavior is defined as hitting, biting, kicking, spitting, disregard of established rules and procedures (i.e. leaving the program unaccompanied, fighting, stealing, etc.) or other similar behavior, which affects the well-being or safety of other children or the staff.

Restrictions of the use of specific play materials and equipment or participation in a specific activity are permissible consequences of inappropriate behavior.  The SAS/YS staff will discuss problems with parents and work together on plan of action.  The plan of action may include measures to be followed at home and in the program.

If a child does not respond to appropriate discipline procedures, the following may occur:

a. A 1-day suspension from the program, beginning the next day.  Parents will be responsible for payment for the suspended day.

b. If the problem continues after the child returns to the program, the child will be suspended for 3 days.  The parent will be responsible for payment for those 3 days.

c. If the child continues to display inappropriate behavior, a suspension of 1 week from the program will occur.  The parent will be held responsible for that week’s payment.  After 1 week (5 working days) the child will be re-admitted to the program.

d. Display of the next behavioral problem may warrant permanent dismissal from that particular YS program.  At this point, the parents will not be held responsible for any future payments.

It should be noted that if any offense is so severe that a child or staff member is placed in a dangerous situation, which jeopardizes the health, safety, or general well being of those individuals, that child will be removed from the program immediately and the parent will be notified.

Documentation on RIA Form 608-6, Incident Report Form, will be written for incidents of inappropriate behavior.  Parents will be asked to sign the form.  One copy will be placed in the child’s file; the other copy will be given to the parent.  
VIDEO MONITORING SYSTEM
A digital video monitoring system is in place at SAS/YS.  Information is recorded during all hours of operation.  It records all indoor activity areas as well as playground areas.  This was a DoD initiative throughout all SAS/YS facilities to prevent the possibility of institutional child abuse.  There are also many additional uses for the system.  Parents are able to view their child on a monitor at the entrance of each facility especially during times of transition as they begin attending the program.  It also allows CYS staff to review images on video in an attempt to proactively address safety issues or busy transition times within classrooms.  It is important that parents are aware that this system is in use and that children’s activities are recorded on a daily basis.

CHILD ABUSE PREVENTION
The protection of children from abuse is a shared responsibility between CYS staff and parents.  Child abuse prevention training is offered periodically for parents.  Parents are given information during orientation on child abuse policies and reporting procedures.  In addition, there is a DoD Hotline Poster in each facility listing reporting procedures for parents if they see or suspect child abuse in SAS/YS.  Parents are encouraged to stop in for unannounced visits and act as monitoring agents for the care and protection of their children.  All CYS personnel receive child abuse prevention, identification and reporting education training during their orientation period and annually thereafter.  All CYS staff are mandatory child abuse reporters.  All incidents of alleged child maltreatment will be reported to the Family Advocacy Program Manager and the SAS/YS Director.  

MISCELLANEOUS INFORMATION
USE OF CHILDREN’S PHOTOS

Children’s photos are used within CYS programs in a variety of ways.  They are used for photo display boards, for documentation for accreditation portfolios and 4H activities, in children’s journals and portfolios, and in marketing materials which may include videos and brochures.  In addition, children’s photos are also distributed to families when group pictures are taken and may be given to departing staff members in scrapbooks or videos.  Photos are also posted in classrooms for children with special diet statements with sponsor permission.  We also take photos of children when we have special visitors or events which may be shared with the visitor or their organization.  If photos are requested to be used by the media (The Rock, or a local media outlet) written sponsor permission will be requested.
CLOTHING

Children should wear comfortable clothing suitable for the program’s needs.  Shoes should be closed-toe, with rubber soles.  We cannot adequately supervise children on play equipment when they wear flip flops, backless sandals, cowboy boots or dress shoes.  If you send your child with a sweatshirt or jacket, please remember to label clothing with your child’s name.  
TOYS AND MONEY FROM HOME

We encourage youth to leave toys and money at home.  If items are brought from home they are the sole responsibility of the child.
LOST AND FOUND

Please check the Lost and Found periodically for any of your child’s possessions.  The contents of the Lost and Found will be donated to the Thrift Shop after 1 month.
CENTER CLEANLINESS

General clean up will be the responsibility of all SAS/YS program participants and staff.  Janitorial service is provided once a day and will include cleaning the restrooms, vacuuming, emptying trash, and other necessary tasks. The SAS/YS staff will conduct daily facility checks.  Any deficiency will be noted and corrective action will be taken immediately. 

TV / MOVIES AND VIDEO GAMES

While at the SAS/YS center, the participants will have access to a variety of games, computer software programs, and movies.  Only G and PG rated movies will be shown unless specific parental permission is granted.  Although we do have a television, we do not watch it on a daily basis.  Television viewing is limited and programs watched are G or PG in nature.   Video games will be limited to games with the rating of “E” for the School-Age and Middle School Participants, and “T” for the Teen Participants.  

RESOURCES

SAS/YS IMPORTANT PHONE NUMBERS

BLDG. 110 OFFICE

CYS Coordinator – 782-2828

Central Enrollment – 782-0791

SAS/YS ADMINISTRATIVE STAFF

SAS/YS Director – 782-7544

SAS/YS Assistant Director/TAPS – 782-1651

Sports and Fitness Director-782-5969

Front Desk – 782-5019

SAS Fax – 782-3728

FAMILY ADVOCACY PROGRAM MANAGER - 782-3049

CYS WEBSITE

www.riamwr.com/cys
SAS/YS TAX ID NUMBER 

36-3523797
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