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YMCA MISSION STATEMENT

To build healthy spirit, mind and body based on Christian principles and to improve
the quality of life for children, individuals, and families in the Quaker Valley, Cornell,
Moon and Ambridge Area School Districts.

CHILDCARE MISSION STATEMENT

To provide a safe and nurturing environment; reaching out to all children and
families in the Sewickley Valley YMCA service area. Each child’s physical, social,
emotional and intellectual growth will be enhanced through collaborative family,
community efforts and developmentally appropriate programming reinforcing the
YMCA character values of Caring, Honesty, Respect and Responsibility.

CHARACTER DEVELOPMENT

YMCA programming will include the introduction of the YMCA character values of
Caring, Honesty, Respect and Responsibility. Staff, children and families will be
required to incorporate these values during their participation in YMCA activities.

NON DISCRIMINATION OF SERVICES

The Sewickley Valley YMCA is a not for profit, charitable organization open to all
people.

Admissions, the provision of services and referrals shall be made without regard to
race, color, religious creed, disability, ancestry, national origin (including limited
English proficiency), age or sex.

Program services shall be made to accessible to eligible persons with disabilities
through the most practical and economically feasible methods available. These
methods include, but are not limited to, equipment redesign, the provision of aids,
and the use of alternative service delivery locations. Structural modifications shall
be considered only as a last resort among available methods

INCLUSION STATEMENT

The Sewickley Valley YMCA supports the policies of the Pennsylvania Office of Child
Development and Early Learning, the US Departments of Health and Human Services
and US Department of Education regarding the benefits of inclusion for all children.
The Sewickley Valley YMCA promotes inclusion and supports children with disabilities
being enrolled alongside peers without disabilities in the same classrooms. We
support the right of every infant and young child and his or her family, regardless of
ability, to participate in a broad range of activities and contexts as full members of
families, communities and society.



Dear Parent,

Welcome to the Sewickley Valley YMCA Early Childhood Childcare
Program. We are delighted that you have chosen our program to meet
your childcare needs. We are committed to providing a safe and
nurturing experience for your child with plenty of opportunity for
growth in Spirit, Mind and Body.

Children spend a large portion of their day enrolled in our programs,
during which significant development occurs. In all settings, attitudes
are formed, ideas of self-worth are developed, relationships with peers
and adults are experienced, and young bodies grow strong and
competent. Our programs are designed to assist each child’s
development by providing a variety of positive, healthy and interesting
activities throughout each week. Daily curriculum incorporates
language, art, science, math and physical fitness, offering a well-
rounded experience.

This handbook is designed to assist you in understanding the
philosophy, policies and procedures of our Early Childhood Childcare
Program. We encourage you to review this booklet and retain it for
future reference. We are very interested in your comments, questions
or feedback regarding any YMCA childcare program.

Thank you once again for choosing our Early Childhood Childcare
program.

Amee Kuzniarski Cori LaChapelle
Childcare Director Childcare Director
412-741-9622 x133 desk 412-741-9622 x143 desk
412-841-1605 cell 412-670-3994 cell

akuzniarski@sewickleyymca.org clachapelle@sewickleyymca.org



GOALS AND OBJECTIVES

The Sewickley Valley Early Childhood Childcare Programs are designed to provide
recreational and educational activities that stimulate growth and provide the security
of a home-like setting. A special effort is made to develop a program that is tailored
to meet the individual needs of each child and celebrate diversity. Programs
encourage self-confidence, self-expression, self-discipline and curiosity.
Programming is designed to strengthen peer and family relationships and above all
HAVE FUN!

GENERAL INFORMATION

PROGRAMS PROVIDED

Infant- individualized care for infant ages 6 weeks to 12 months

Toddler- structured activity and age-appropriate care for children ages 12 months
to 36 months or children 36-42 months who are not yet toilet trained.

Preschool - full and part day preschool instruction designed for kindergarten
readiness for toilet trained children, ages 3-5

HOURS OF OPERATION

6:30am to 6:00pm, Monday through Friday - Sewickley YMCA Full Day Childcare

6:00am to 6:00pm, Monday through Friday — Masonic Village Full Day Childcare

9:00am to 3:00pm, Osborne Elementary Part-Day Preschool Program (follows QV
School District Calendar)

CONTACT INFORMATION

Main YMCA Building: Masonic Village: Osborne Elementary:
412-741-9622 412-741-1400 x43560 412-439-0174
Infant Room x146 Infant Room x43804

Toddler Rooms x124 Toddler Room x43828

Preschool 3’'s x136 2’'s Room x43810

Kprep Lower (2" floor) x 116 Preschool x43807

Kprep Upper (3™ floor) x139 Kprep 1 (15t floor) x43943

Kprep 2 (2" floor) x43076
Leadership Staff
Amee Kuzniarski — Childcare Director — Email: akuzniarski@sewickleyymca.org
Desk: 412-741-9622 x133 Cell: 412-841-1605
Cori LaChapelle - Childcare Director - Email: clachapelle@sewickleyymca.org
Desk: 412-741-9622 x143 Cell: 412-670-3994
Olivia Lalama- Childcare Coordinator YMCA Site
Desk: 412-741-9622 x119 Email: olalama@sewickleyymca.org
Nellie Schweikert — Childcare Coordinator Masonic Village
Desk: 412-741-1400 x43560 Email: nschweikert@sewickleyymca.org
Jill “"Gigi” Stanton - Childcare Coordinator — Osborne Preschool
Cell: 412-439-0174 Email: jstanton@sewickleyymca.org




OPEN DOOR POLICY

All Sewickley Valley YMCA Child Care programs welcome family participation.
Whether you want a quick hug or can spend a few hours, we will be happy to have
you join us. There are special family events scheduled throughout the year which
help strengthen the connection between school and home. We highly encourage
participation in these events.

STAFF

We believe that the success of our program and ultimately your child’s experience lie
in the quality of our staff. Staff members are carefully selected based on their
experiences, education, talents and interpersonal skills. Each staff person’s
background is carefully scrutinized prior to employment. All staff are trained in First
Aid, Infant and Child CPR, Fire and Water Safety, Child Abuse Prevention and are
required to attend 12 hours of childcare related training per year. Above all else, our
staff LOVE working with children.

LICENSING AGENCY

All Sewickley Valley YMCA Child Care programs are licensed by the Pennsylvania
Department of Human Services and are mandated to uphold ALL rules and
regulations.

MANDATED REPORTER-CHILD ABUSE REPORTING

As a YMCA child care program, we are mandated by Pennsylvania State Law to
report all incidents of suspected child abuse or neglect. If a staff member suspects a
case of child abuse, it will be immediately reported to the state of Pennsylvania’s
ChildLine and documented.

Child abuse is defined as: physical, sexual, emotional abuse or neglect. Suspected
child abuse can also come through disclosure by the child themselves to a staff.

DATES OF CLOSURE

Sewickley YMCA and Masonic Village Sites:
For holiday dates that fall on a weekend, the holiday may be “observed” on the Friday or Monday
before/after the holiday. Information regarding observed holidays will be included in newsletter
communications
e Labor Day
Thanksgiving
Day after Thanksgiving
Christmas Eve
Christmas Day
New Year's Eve
New Years Day
Martin Luther King Day
Good Friday
Easter (observed the Monday after Easter)
Memorial Day
Independence Day
2 scheduled in-service days per year:
o Spring 2026: President’s Day 2/17/2026
o Summer 2026: Friday, 8/14/2026
Preschool at Osborne Elementary Site: follows QV School District Calendar
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POLICY SETTING GUIDELINES

When creating or changing childcare policies, the Sewickley Y may consult any or all
of the following:

1. “Caring for Our Children: National Health and Safety Performance Standards for
Out-of-Home Child Care Programs” This publication is co-developed by the American
Academy of Pediatrics, The American Public Health Association, The US Department
of Health and Human Services and the Maternal and Child Health Bureau.

2. “Model Child Care Health Practices” 5™ Edition developed by the American
Academy of Pediatrics

3. Parent Advisory Resources: the Parent Advisory Board, Parent Surveys, and or
Program Evaluations may be used to guide policy decisions

4. Local, State or Federal Childcare Regulations, Health Code, law or any other
regulatory code applicable

5. KEYSTONE STARS Standards: including tools that measure classroom quality,
resources, consolation or advice on best-practices

6. YMCA of the USA Guidelines

DAILY SCHEDULE/SPECIAL ACTIVITIES

All schedules are flexible to meet the needs of children, accommodate weather or
special events, or at the discretion of the lead teacher in the classroom.

Infant

Parents are asked to supply staff with a daily schedule upon start which is updated
as needed due to the special needs of infant children. Infant schedules are flexible
to their growth and development needs.

Toddler

Toddler schedules include time indoors and outside and focus on the exploration
needs of the age group. Room schedules are set to create predictable routines for
this age group including play, meal and nap times.

Preschool

Preschool schedules are developed to meet the high level of interaction and learning
that happens during this critical developmental time. Children are given rich learning
experiences to encourage a love of learning and exploration. In each age group, the
groundwork is laid to ensure future success in Kindergarten. Children are placed in
classrooms based on scheduled Kindergarten start date and birthdate. Exceptions to
classroom age groups can only be made by the childcare director or coordinator and
is not done by parent request.

*Because of the diversity of our program offerings — schedules specific to your child’s
classroom can be obtained directly from his/her teacher.
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REGISTRATION AND ENROLLMENT
INFORMATION

REGISTRATION

Registration forms must be completed and returned with your annual non-refundable
$25 activity fee. Registration will not be considered complete until both the form
and payment are received.

Registration will be accepted on a first come, first serve basis. Registration dates will
be posted in newsletters, through the parent communication app and in YMCA
marketing materials.

ENROLLMENT PAPERWORK

The PA Department of Human Services dictates enroliment capacities. The following
paperwork is required prior to your child’s first day of attendance and will require an
annual update in August of each year. We utilize an online enrollment system, and
all parents are expected to complete their student information updates online.
Computers and assistance are available in the childcare administration office.

¢ Agreement Form-Parents are required to sign and date a contractual
agreement which specifies the fees charged, payment due dates, services
rendered, date of enrollment and persons to whom child may be released.
Enrollment changes, such as days of service, must be pre-approved by the
director.

¢ Emergency Contact Form- A current emergency contact form must be
completed for each child enrolled. Emergency contact people listed on this
form must be available during the hours your child is in care, must be over 16
and must have transportation. All signature areas must be signed.

¢ Health Assessment- Each child is required to obtain an age-appropriate
health assessment within 30 days of your child’s enrollment. Physical forms
must be signed and dated by a licensed physician. A copy of immunization
records alone does not fulfill this requirement. This form must be updated
every 6 months for infants and young toddlers; annually for children over 2-
years-old. We recommend asking for a new form prior to all scheduled check-
ups.

e Statement of Understanding- Parents are required to thoroughly read the
parent handbook, sign and return the statement of understanding. This
statement confirms that the handbook has been read and that all information
is clearly understood. This includes acknowledgement of payment policies.

¢ Promotional Release- Please read and sign the optional publicity form and
the mandatory field trip release.

e Custody Papers/ Protection from Abuse- Copies of custody papers and

PFA’s must be presented to your child’s director. Legal documentation must
be present in your child’s or children’s file or we can't deny a parent from
picking up their child when listed on emergency contact sheet.
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e IEP’s and IFSP’s - IEP's and IFSP’s are created by service providers working
with children with special needs and include this information. If your child
currently has an IEP/IFSP, it would be beneficial to share a copy of this plan
with us so we can work together to ensure that the guidelines are put into
practice. You do not have to provide this information if you do not wish to do
so. The information found on an IEP/IFSP is protected by privacy laws
including the Health Insurance Portability and Accountability Act (HIPAA).

CONFIDENTIALITY OF RECORDS

All information obtained in your child’s records is privileged and confidential and
cannot be released without parental written consent. Authorized representatives
from the Department of Human Services have the right and the responsibility to
review all records upon request.

UPDATING RECORDS

All records retained in your child’s file must be checked and/or updated every 6
months. Changes in addresses, telephone and cell phone numbers, insurance,
employment, pick up or emergency contact information should be reported to the
staff or director immediately.

WAITING LIST POLICY

If a program is full, names will be placed on a waiting list. If a space becomes
available, families on the waiting list will be contacted and given one week to
respond. If no response is received, the next name will be contacted for placement.

WITHDRAWING A CHILD

Requests for withdrawing a child from Sewickley YMCA Child Care programs must be
received in writing at least two weeks prior to the child’s last date of attendance.
Billing will continue until written confirmation is received by the childcare director. No
refund will be given for payments made before written notice is received.

PROGRAM INFORMATION

SCREENINGS AND ASSESSMENTS

The Sewickley Y will conduct screenings and assessments that help track your child’s
individual goals and/or identify developmental needs.

Screening: We use the Ages & Stages Questionnaire (ASQ-3) 45 days after a child
is enrolled, annually in the fall and any time a teacher needs to screen a child for
developmental milestones. Parents may request blank copies of our screening tool at
any time if they wish to conduct an at-home screening of their child. Parents will be
notified of any potential delays identified by the ASQ-3 screening and have access to
completed screenings at any time.

Assessment: The Sewickley Y uses the Ounce Scale (infant/toddler) Work Sampling
(Preschool/Kindergarten) or the Core Advantage assessment tools, depending on the
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center of attendance. These are ongoing observation-based assessments that will be
completed three times per year in the Fall (November), Spring (March) and Summer
(July). Results will be shared with parents and are available at any time for viewing.
Assessment results will be used to create lesson plans for the classroom, as well as
for setting goals for individual children.

Families and Early Childhood professionals may request Early Intervention
and other services for young children by contacting CONNECT at 1-800-692-
7288

CHILDREN WITH AN IEP/IFSP

Per the Sewickley YMCA'’s statement on inclusion in all classrooms, any child with an
IFSP or IEP will be supported and included in his/her classroom. An IFSP or IEP is
protected health information, and is not required to be shared with the Early
Education program, however, is often necessary to fully support and care for a child.
We strongly suggest that the IFSP or IEP paperwork is shared with the program
staff, and that teachers and/or administrators are included in the treatment team
meetings. A child’s IFSP or IEP will be used to help develop lesson plans that support
that child’s individual development.

CHILDREN WITH SPECIAL NEEDS

A child with special needs includes any child that has an identified disability, as well
as those that may require additional assistance in any area, children with asthma or
any other medical need, children with food allergies or any child that receives
medication while in the care of the Early Education program. The Sewickley Y uses
“Caring for Our Children: National Health and Safety Performance Standards for Out-
of-Home Child Care Programs” to develop and guide policies and procedures
regarding the care of children with special needs. This publication is co-developed by
the American Academy of Pediatrics, The American Public Health Association, The US
Department of Health and Human Services and the Maternal and Child Health
Bureau. If your child requires any special care, please contact your child’s teacher or
the center director so that we may develop a care plan specific to your child.

ENGLISH LANGUAGE LEARNERS (ELL)

The Sewickley YMCA supports families that are linguistically and culturally diverse. If
your child’s first language is not English, we will work to support your child’s
communication needs through gestures, communication devices, sign language,
pictures and support in the use of his/her home language with materials. Teachers
may ask you to help with basic translation and/or to provide a list of common words
to aid in the communication with your child.

CLASSROOM TRANSITION

We like to think of transition as a time of celebration or graduation for the child, and
possible fee reduction for the parent! We know that transition time can be scary for
parents and children alike. Here are the general guidelines that we follow for
transitioning:
e When your child moves to a new classroom or program, you will receive
transition letter in advance. This letter will state the classroom or program:
including teacher name, schedule if different, newsletter and lesson plan
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e Each child will have an individualized transition schedule that includes
opportunities to visit his/her new classroom with his/her primary teacher,
activity periods to support the transition, as well as additional time or
activities that may be necessary to ensure a smooth transition. Changes may
be made to the plan to fit the child’s temperament as well as family
preferences.

e If your child is transitioning to another education setting or out of our
program, we are happy to copy your child file by request.

e Should you have any questions or concern about transition process, see your
child’s teacher, Childcare Coordinator, and/or Director.

CONTINUITY OF CARE

The Sewickley Y has a commitment to the Continuity of Care for your child in our
program which helps promote long-term positive relationship between your child and
his/her teachers. This means that we strive to schedule enrollment and transitions to
allow for each child to spend 9-12 months in the same age group, as well as make
every effort to provide each child with familiar staff members and a minimum of
disruption. Each classroom has at least one full-time staff member, as well as
regularly scheduled part-time staff. When children transition classrooms, their
primary teacher will accompany them into the new environment to make the
transition more comfortable.

FIELD TRIPS

Field trips may be scheduled and will be specified in the newsletter, lesson plans and
parent board. Parents must sign a permission form for their child to attend. On non-
local field trip days, children (preschool) will need a non-heatable completely
disposable brown-bag lunch, including a drink and utensils unless otherwise
specified. Field trips are optional and may be an additional cost.

CLOTHING

Please dress your child in weather and activity appropriate clothing. Closed toe
footwear is to be worn so that the foot is protected during walks or any outside
activities. An extra change of clothing (or three!) is required for when accidents
happen. Even children who have been toilet trained for some time have occasional
accidents and must have a change of clothes available. Children in the infant and
toddler programs should have at least three full changes of clothes available. If a
change of clothes is not available, parents will be contacted to pick up the
child or bring in additional clothing immediately.

Specific items required for your child to attend are included in your
registration packet. Additional copies of this checklist are available at any
time by contacting your program administrator.

Please label all items that come to our program from home (bedding,
clothing, personal items, and bags) with your child’s name.

PERSONAL BELONGINGS

Expensive, sentimental, or fragile items are not recommended. The YMCA will not be
responsible for lost, broken, damaged or stolen items. Please label all your child’s
belongings. Any item that is not for use in our childcare program must remain at
home. All non-daycare items will be removed from bags and either disposed of or
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kept with your child’s teacher until they are picked up by a parent. Please do not
use your everyday diaper bag as your child’s school bag.

REST TIME

The Pennsylvania Department of Human Services (DHS) requires all children
participate in a rest period each day. Children do not have to sleep, but must rest
quietly until others are comfortable and will then be offered quiet toys i.e. puzzles or
books. Infants will follow individualized schedules based on the child’s need. Each
child must have napping items; sheet (crib size), small blanket and small lovey or
travel pillow (optional). All bedding will be sent home on Fridays for laundering.

BIRTHDAYS AND PARTIES

Children may bring a treat on their birthday to share with the class. Please inform
your child’s teacher if you wish to send a special treat. We celebrate various
holidays throughout our centers; however this is specific to your child’s classroom
and will be communicated in advance. Please inform your child’s teacher if your child
may not participate in parties.

*some classrooms are peanut free to help protect children with life-
threatening allergies. Your classroom staff will communicate the needs of
the classroom with parents.

*The programs at Masonic Village and Osborne Elementary are nut free for
the 2024-2025 school year.

BABYSITTING

Sewickley Valley YMCA does not permit any staff to babysit for any children enrolled
in our programs, nor work for a family privately. Parents, please honor this policy
and do not request our staff to babysit or work for you outside of the program.
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PARENT COMMUNICATIONS

KAYMBU APP

We use the Kaymbu App for classroom to parent communications. Infant/Toddler
daily sheets will be emailed or texted to the designated recipient upon sign-out daily.
Each Friday, a weekly digest of photos from your child’s week at the Y will be sent to
designated recipients. You may change or update who receives these
communications directly with your child’s teacher or by contacting the childcare
administration staff.

PARENT INFORMATION BOARDS

All parent information such as daily schedule, lesson plans, newsletters and other
important information will be posted on the parent board located on each floor of the
Education Development center. Communications for health alerts, field trips and
days off, and menu will also be posted/ listed on classroom bulletin boards. Small
wipe-off boards will be displayed in the door of your child’s classroom whenever they
are out of the room to alert you to their location.

NEWSLETTERS

Parents will receive a seasonal newsletter containing activities, special information,
reminders, and field trip information. Newsletters will be sent through the Kaymbu
Communications App

DAILY PAPER CORRESPONDENCE

Any daily correspondence (billing receipts, incident reports, etc.) will be attached to
your child’s sign out sheet. Please remove and read all papers daily.

PARENT INVOLVEMENT

Parents and family members are encouraged to become actively involved in YMCA
childcare programs. Your participation demonstrates concern for your child and
builds their self-esteem. Opportunities for involvement include:
e Joining our Parent Advisory Board
Donating materials
Sharing a special talent or skill in the classroom
Helping promote the YMCA and recruit new families
Attending field trips or special events
Asking your child about his or her day

PARENT CONFERENCES

The YMCA encourages parents and family members to visit at any time. Conferences
will be offered three times per year, after our screening/assessment periods and are
a great time to meet with your child’s teacher regarding their individual development
and to strengthen the home/school connection. Conferences may also be arranged
by appointment at any time. Parent concerns or complaints should be directed to
the Childcare Coordinator and/or Director. All concerns or complaints will be
addressed. Suggestions are also welcomed.
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PARENT ADVISORY BOARD

Parents or family members are urged to participate on the parent advisory board.
The board will meet quarterly to address childcare, program improvements, parental
concerns and any topics or strategies that will serve to improve services for children
at Sewickley YMCA. If you are interested in participating, please contact the Director.

ADDITIONAL PARENT FEEDBACK OPPORTUNITIES

The Sewickley Y will periodically ask parents for feedback through formal program
evaluation, participation in a “Strengthening Families” written assessment, informal
Survey Monkey polls or through solicited feedback. We appreciate any comments you
have regarding our program and welcome you to contact teaching staff or program
administrators at any time.

NUTRITION

For all meals or snacks served in our centers the Sewickley YMCA follows the meal
pattern outlined by the USDA CACFP (Child and Adult Care Food Program). All meals
include multiple food groups and encourage children to try new foods. We include
fresh fruit/vegetables as often as possible, and follow best practices set forth by the
USDA to limit sugar intake.

Sewickley Y Location:

We provide a continental breakfast served between 7:30-8:30am as well as an
afternoon snack. Parent/ guardian are to provide children with a lunch each
day including a drink. If a child arrives without lunch the parent will be contacted
to provide a lunch for their child. Brown bag lunches are required on days when
preschoolers will be out of the classroom during lunchtime. This will be
communicated in advance through the Kaymbu App as well as on Parent
Communication Boards outside the preschool classrooms.

Masonic Village Location:

Full food service is offered at this location including breakfast, lunch and afternoon
snack. Menus are communicated through the Kaymbu Family Communications app.
Infant meal patterns are available from the infant teachers.

Food allergies: any child who has a food allergy must have an Allergy & Asthma
Care Plan from your physician on file. This is due within 30 days from the time of
enrollment or from the diagnosis. The YMCA will provide a food substitution, if
agreeable by the parent and YMCA.

Nut-Free Classrooms: when a child is enrolled with a severe allergy, the classroom
may be designated as a nut-free classroom. This is communicated through the
Kaymbu App and through site/classroom specific communications. If your child is
enrolled in a nut-free classroom, this applies to all food brought to class, not just
peanut-butter. Please read labels. *The programs at Masonic Village and
Osborne Elementary are nut free for the 2025-2026 school year.
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ARRIVAL AND DEPARTURE
ABSENCES

Please notify your program administrator and/or your child’s teacher if your child will
not be in attendance on a particular day. Absences are defined as any time your
child is not in care on a scheduled day, including vacation and illnesses.

DROP OFF

Our staffing is ratio dependent, therefore all children must be dropped off prior
to 10:00am to allow us to properly staff for the day. Late drop offs must have prior
approval from a supervisor, so we can properly plan for attendance. Please contact
your child’s site administrator if you need to drop off after 10:00am. Parents may be
turned away if dropping off after the morning cut-off without prior approval.

All children must be accompanied by a parent or designated adult into the child’s
care areas at the facility. While children are in the hallways, or walking to and from
their cars, their care and safety are the responsibility of the parent or designated
adult. Children are required to be signed in and out daily by a staff, parent or
guardian.

While dropping off or picking up, the ignition of all cars must be turned off and the
keys removed from the ignition. NO CHILD MAY BE LEFT UNATTENDED IN A
VEHICLE.

PICK UP AUTHORIZATION

Children will not be released to individuals who do not appear on the
emergency contact form. All individuals picking up children must show their
current picture identification. If an unauthorized individual must pick up your
child, the center must be notified in writing, including the child’s name, date, the
individual being authorized to pick up and the parent’s signature. Verbal or
telephone releases will only be accepted in emergency situations and must be
confirmed by a staff person. Persons authorized to pick up children must be at least
16 years of age. Children may not be signed out by siblings or other
individuals who are under the age of 16. In the event the childcare staff on duty
are not familiar with a parent/guardian they may require them to also produce
identification.

RELEASE OF CHILD TO IMPAIRED PERSON POLICY

The Sewickley Valley YMCA Child Care Department has expanded the Department of
Human Services (DHS) policy concerning the release of children to parents or other
designated adults who appear to the childcare staff to be in an impaired condition.

An impaired condition specifically relates to alcohol, mind-altering chemicals or other
medical conditions that render a person unable to operate a motor vehicle and
thereby endanger the safety of a child who would be transported by the impaired
person.
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If, in the judgment of the childcare staff, a parent or designated person appears to
be unable to safely transport a child, the staff will ask the parent to arrange for
alternate transportation. If the person is unwilling to provide such alternate
transportation, the matter will be referred to the police before the child is released.

The Sewickley Valley YMCA recognizes that this is a stringent policy, but we are
morally and legally responsible if we release a child to an impaired person.

LATE PICK UP

All centers close based on their site-specific operating hours. Children who are
signed out after the center closes will be subject to a $1.00 per minute late pick up
fee. Late pick up fees will double following the second late pick up of a child.
Continued late pick-ups will result in suspension and finally expulsion from YMCA
childcare program.

Late fees at our programs start at:

Osborne Preschool: 3:01pm

Part-Day students at Masonic Village and YMCA: 3:01pm

Sewickley YMCA: 6:01pm

Masonic Village: 6:01pm

WEATHER DELAYS/CANCELLATIONS

If any Sewickley Valley YMCA childcare programs need to be delayed or cancelled for
any reason, the information will be shared through the Kaymbu Communication app.
During periods of severe weather, please contact the center prior to dropping off
your child. Please be mindful that if you are having transportation difficulties, our
staff may be experiencing the same difficulties.

Part Day Preschool program at Osborne Elementary follows the QV School
District Calendar including delays and cancellations. Please refer to information on
the school district webpage, facebook, news channels and/or look for communication
regarding delays through the Kaymbu Parent Communication App.

Always phone ahead to ensure that a staff person has arrived at the childcare site.
Children may not be left at the site until sufficient staff have arrived.

If an early dismissal of children occurs for any reason, we will make every attempt to
contact parent /guardian and childcare will be provided until the child is picked up by
a parent or guardian.

HEALTH POLICIES

ILLNESS

Your child’s health is of major importance to us. We have recently updated our
policies to reflect the latest standards developed by the American Academy of
Pediatrics “Model Child Care Health Practices” 5% Edition as well as . “Caring for Our
Children: National Health and Safety Performance Standards for Out-of-Home Child
Care Programs” This publication is co-developed by the American Academy of
Pediatrics, The American Public Health Association, The US Department of Health and
Human Services and the Maternal and Child Health Bureau.
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Guidelines state that a child will be excluded from care if any of the following are
true:
1. The child’s condition prevents the child from participating in activities the
facility routinely offers for well children or children who are mildly ill or injured
2. The condition requires more care than the teachers/caregivers can provide
without compromising the needs of the other children in the group
3. Keeping the child in care poses an increased risk to the child or other children
or adults with whom the child comes in contact as defined in "Managing
Infections Disease in Childcare and Schools.”
This determination will be made by your child’s primary caregiver and must be
authorized by the staff member designated as the supervisor at the time of your
child’s illness or injury.

As a guideline, please do not bring your child to the center, or your child
may be sent home if he/she exhibits any of the following symptoms:

e Fever of 101° or higher not managed by anti-fever medication.

e Signs or symptoms of possibly severe illness (persistent crying, extreme

irritability, uncontrolled coughing, difficulty breathing, wheezing, lethargy)

e Diarrhea: Changes from the child’s usual stool pattern-increased frequency of
stools, stools run out of the diaper, or child can’t get to the bathroom in time.
Mouth sores with drooling
Rashes with a fever or behavior change
Vomiting more than once in 24 hr period.

A child who has any of the following diagnoses from a health provider (until
treated and/or no longer contagious:

e COVID: Remain home until 24 hours fever-free. Follows
recommendations for all other respiratory illnesses and health
policies.

e Infectious conjunctivitis/pink-eye (with eye discharge)- must
receive treatment or doctor’s clearance.

e Scabies, head lice, or other infestation must be treated prior to
return. Ongoing infestations may require a doctor’s clearance.

e Strep throat, scarlet fever, or other strep infection not to return
until 24 hours after treatment started and the child meets all
attendance health requirements.

e Chicken pox, Mumps, Measles not to return until 6-7 days after
start of rash/symptoms/sores (sores have to be crusted over).

e Any other contagious disease not to return until recommended by
information in the American Academy of Pediatrics "Managing
Infectious Disease” handbook.

e If medication is given for a fever, the child must stay home until he/she is
fever free for the entire day without medication.

According to the Department of Human Services (DHS) regulations, the staff shall
have the option to deny care to an ill child on any given day or request that the child
be removed from the facility.

The parent/guardian shall always be notified when the child becomes ill while in care.

If a staff determines the child is too ill to remain in care, the parent will be notified to
pick up their child immediately, within one hour of the call.

20



Children sent home sick must stay home the following day to meet the 24-
hour requirement. To avoid unnecessary exclusions, teachers verify with a
supervisor before sending children home sick.

Parent/guardian must notify staff immediately in the event of a communicable
disease such as chicken pox, head lice, ringworm, strep throat, scarlet fever, pink
eye, impetigo and scabies. The YMCA is required to take preventive measures and
notify the other parents via health alert posting.

The YMCA may be required by regulation to require exclusion from the program for
certain communicable diseases. The child may not return until the child has been
seen by a physician, and the parent/guardian presents a note to the YMCA signed by
the physician stating that the child is not contagious and may return to care.

ADMINISTRATION OF MEDICATION

YMCA staff is permitted to administer medications only under the following
conditions:
e Prescription and non-prescription medication must be in the
original child resistant container.
e Must have a current expiration date.
¢ The container must be labeled by pharmacist with the child’s name, the
name and strength of the medication, the date the prescription was filled,
the name of the health care provider who wrote the prescription, the
medication expiration date and administration, storage and disposal
instruction. This includes rescue medication such as inhalers or epi-pens.
e Administration must use exact times and/or times that occur during the
childcare hours.

Diaper cream, baby powder, lip balm and sunscreen must have an
appropriate form completed and cannot be stored in a child’s back pack or
diaper bag.

Parents must complete and signh the medication log. This includes instructions
for the dose, time, and method to be used, and the duration of administration
instructions with the parent/guardian signature. (These directions must mimic those
on the bottle) Parents must also inform your child’s teacher of the necessary
medication. Do not leave medication in your child diaper bag, lunch box or book
bag. It must be given to a teacher by parents.

SUNSCREEN

Children will frequently participate in outside activity during warm months. Parents
must complete the sunscreen permission form and return it to the staff with the
selected sunscreen. Parents must provide the sunscreen. Each child must
have his/her own sunscreen, no sharing. Children or staff will not be permitted
to apply sunscreen without parental authorization.

EMERGENCY PROCEDURES

YMCA staff will treat children experiencing minor injuries or illness. Parents will be
notified if symptoms persist. In the event of serious illness or injury, immediate first
aid will be administered, 911 will be called for emergency medical transport and
parents will be notified. If a parent or guardian can’t be reached, the person(s) on
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the emergency contact list will be contacted. Persons listed as emergency
contacts MUST BE AVAILABLE while child is in childcare!

LICE PROCEDURE

If a staff person discovers that a child has lice or visible nits, the parent will be
contacted. The child may return to the center after being treated (both with shampoo
and nit comb). Follow up treatment after 5-days is highly recommended to prevent
re-infestation. The child will be checked periodically by the childcare staff after
returning. Ongoing or persistent infestation may require treatment by a health care
professional and may require a doctor’s clearance to return. This is at the discretion
of the childcare director.

DISCIPLINE POLICY

PROGRAM RULES

e Show respect for staff members, other children, YMCA equipment and
supplies.

Keep hands and feet to oneself.

Follow directions

Use positive and appropriate language

Stay with your group.

Respect the property of others.

Talk in a quiet voice inside the building.

Be responsible with personal items such as jackets, books, etc.

DISCIPLINE PHILOSOPHY/POLICY

It is the goal of the Sewickley Valley YMCA to develop the values of caring, honesty,
respect and responsibility in the children enrolled in the program through positive,
non-threatening teaching techniques. There shall be no harsh, cruel, or unusual
punishment. Explanation and redirection are the standard methods of discipline.

Parents are contacted when serious discipline challenges/behaviors occur with their
child. Documentation of incident will be in form of incident report/ or sit-down
meeting.

BEHAVIOR SUSPENSION AND TERMINATION

It is the intent of the YMCA to work together with parent/guardian and families for
the best care of the child. Working together as a team is a necessary step to correct
repeated, inappropriate behaviors. Your patience, support and follow-through are not
only appreciated, but necessary. The goal of the YMCA Childcare program is to
implement appropriate and supportive positive behavior practices and reduce or
eliminate the incidence of suspension and expulsion.

If a child engages in repeated aggressive or inappropriate behavior, the Sewickley Y
Childcare will take some or all of the following steps:
e Collaboration with the family to create consistent positive behavior goals and
plans to support the child learning the appropriate behavior
e Referral to early childhood and social service programs, serving families with
young children
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Early Intervention

Early Childhood Mental Health Consultation (ECMHC)

Behavior Health

Pennsylvania Positive Behavior Support Network (PAPBS)

Any other community resources that may address the

behavior/needs of the child

e Consultation for the classroom through the Professional Development and
Technical Assistance programs available from the Office of Child Development
and Early Learning (OCDEL)

®POo0 T

Additional procedures that help reduce the need for suspension and/or expulsion that
will be taken by the YMCA are:
e Guidelines that determine how the staff interact with and engage the child in
positive behavior support
e Opportunities for staff and parents to engage in two-way communication on
challenges and successes
e Specific support for any child with an Family Service Plan (IFSP) or
Individualized Education Plan (IEP) including
o Support for the Early Education program from the child’s Early
Intervention program
o Modification of the IFSP or IEP to include support for behavior
concerns
o Procedural safeguards for the parent and family in regards to
suspension/expulsion

Families and Early Childhood professionals may request Early Intervention
and other services for young children by contacting CONNECT at 1-800-692-
7288

BITING /AGRESSION

Even in a high quality environment with an alert staff, biting and other aggression
cannot be eliminated among groups of small children. These are behavioral stages
that many children pass through. The staff may track behaviors during these stages
and give recommendations as needed.

Excessive aggression or biting in age groups where children are expected to have

developed increased self-control will follow the behavior suspension and termination
policies.
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FINANCIAL INFORMATION
GENERAL INFORMATION

Children must be enrolled a minimum of 2 days per week. Parents are contracted to
pay for days that a child is registered, regardless of their actual attendance.
Additional days, for any reason, must be pre-approved by the Director and will be
charged at the daily drop-off rate. A family discount of 15% will be deducted from
the tuition cost of the oldest child enrolled in programs.

PAYMENT INFORMATION

Completed payments are due prior to attending scheduled programming. A bi-weekly
(every other Friday) schedule is included in your registration paperwork with
payment dates and service weeks clearly listed for your planning purposes.
Payments are only accepted through a draft of either a checking account or credit
card. In extreme situations, temporary alternate arrangements must be made at the
time of registration with the site director at your child’s program. A late fee of $20
will be assessed for late payments. Subsequent late payments will be assessed a
$40.00 fee.

The following steps will be taken in the event an account becomes delinquent:
e Email confirmation of late payment
e Written notification of past due balance
e Second written notice one week late
e Denial of child’s admission until balance is paid or arrangements
are made with the Childcare Accounts Manager or Director.

FINANCIAL ASSISTANCE

Limited Financial assistance may be available for qualifying families. Requesting
families are to contact their county’s Early Learning Resource Center (ELRC) to apply
for Child Care Works Funding (CCW).

Thanks to the Y’s Scholarship Fund, limited assistance may be available to families
who do not qualify for CCW but are still unable to afford current tuition. Applications
for Y scholarships are available through the Membership department of the Y.
Applications must be renewed in August for the start of each school year and again
in April, for summer programs. All Y Scholarship funds are awarded on a first-come
first-served basis. If you qualify for scholarship, but funds are not available, you will
be put on a financial assistance waiting list. If your child is approved for financial
assistance, only one discount may be used. We will apply whichever is the greater
discount. For example, if your child receives a sibling discount (15%) and you are
approved for 40% scholarship, only the scholarship can be applied. If the scholarship
is approved at 10%, the sibling discount will be applied as the greater amount,
however the scholarship will not be applied.

ELRC SUBSIDY POLICIES

Families approved for ELRC funding through the Child Care Works (CCW) program,
formerly CCIS, must abide by all program rules through the ELRC. Paid absences are
limited to 25 in the fiscal year (July-June). All unpaid absences including holidays or
vacations will be charged to the parent at the current daily rate. This will apply to
any day the child would be scheduled to attend, that is unpaid by the ELRC. Co-pay
amounts are determined by the ELRC. We are required to report delinquent co-pays
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to the ELRC within 5 days of an unpaid co-pay. Violation of ELRC rules, or parent
handbook policies can result in the denial of care or removal of subsidy.

SIBLING DISCOUNTS

Families with more than one child enrolled in Sewickley YMCA Childcare programs
qualify for a 15% sibling discount on the older enrolled children. The youngest sibling
will remain at full price.

LATE PAYMENT FEES

A $20.00 late payment fee will be assessed to your account for any balance after a
payment due date. Subsequent late payments will be assessed a $40 late payment
fee. Accounts will be considered delinquent until ALL fees, including late payment fee
are received. Continued late payments will be grounds for suspension or termination
from all YMCA programs.

NSF

Drafts returned by the bank marked “Insufficient Funds” will be assessed an
additional $20.00 fee. After three NSF transactions, a meeting will be held between
the family and the program administration to prevent further NSFs. Multiple NSF
transactions will be grounds for suspension or termination from all YMCA programs.

TAX STATEMENTS

Parents are now able to view receipts and tax statements through our online
registration software. By January 315t of each year all families will be emailed a copy
of the previous year’s payments for tax purposes. Paper copies will be provided at
the families request.

VACATIONS

Full-day childcare participants receive the equivalent of two weeks of vacation time
per school year (September-August) to use as needed. The number of vacation days
varies based on attendance:

Full-Time 5-days = 10 total vacation credits

Part-Time 3-days = 6 total vacation credits

Part-Time 2-days = 4 total vacation credit

Programs that operate on the school-year QV schedule are not eligible for vacation
credits, as scheduled vacations are already built into the billing system.

Students who join the program after February 1 (half-way through the year), will
only be allotted the equivalent of one week for the remainder of that school year.
Tuition will not be charged for these days. Any other days of nonattendance will be
charged as stated in the General Information section earlier.

Individual vacation day credits will be calculated by dividing your two-week billing
(minus any discounts or subsidies) by the number of days your child attends and
may be different for each child in the family.

To receive credit for vacation days, a request must be received, in writing, at least
one week prior to the billing date for the period of the vacation. Vacation notices
may be emailed to the childcare site director. Please do not send requests thought
he Kaymbu system as the directors do not always see the conversations between
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teachers and parents. Vacation time will not be credited without a written request.
Vacation requests received after the draft date for the session will be credited to the
next draft at the discretion of the Child Care Director or Coordinator. No refunds will
be issued for vacation credits or requests.

WITHDRAWL AND GREIVANCE

WITHDRAWL

Once enrolled in our center, your child is considered enrolled until either you or the
YMCA deems it necessary to withdraw your child. If you withdraw your child due to
dissatisfaction with the quality of our program, we encourage you to share the
reason with us. A written notice is required by the parent to terminate
service. Parents need to submit a written request in order to obtain copies of their
child’s records. The YMCA may terminate care for the following reasons:

Delinquent fees & failure to maintain the contracted payment schedule.
Failure to comply with any DPW regulations.

Failure to comply with policies in this handbook.

Failure to comply with YMCA Code of Conduct

Behavioral challenges (Refer to Discipline Policy)

Failure to submit a physical within the approved timeframes.

Child’s needs not being met in the YMCA program

GRIEVANCE POLICY

Even in the highest quality program, you may have questions or concerns about your
child and the program. Here at the YMCA we believe in keeping the lines of
communication open. If you have any concerns or issues, please take the following
steps:

1. Talk with your child lead teacher.

2. Talk with the Childcare Coordinator, Site Director or Childcare Director

3. Call the CEO, Trish Hooper at 412-741-9622 x111

A parent may request a meeting at any time as we strive to maintain open
communication with our families.

SUMMARY

Our number one goal is to have a childcare program where children grow, learn and
thrive. We desire to meet and follow the YMCA Mission for youth development
(building strong kids), for healthy living (strong families) and for social responsibility
(strong communities).
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Parent/Family Resources

The following is a list of parent resources that are available in our area. If your
family needs support, advice or additional services, we will make every effort to
connect you and support you with any available resources. If you do not see an
applicable resource on this list we will assist you in locating support.

Financial

Union Aid Society
601 Thorn Street
Sewickley, PA 15143
412-741-9240

Early Learning Resource Center

ELRC
Allegheny Co. 1-888-340-3572
Beaver Co. 1-888-864-1654

Center for Hope

740 Park Road
Ambridge, PA 15003
Dave and Sue Otto
724-251-4899

Network of Hope
1101 Vance Ave.
Coraopolis, PA 15108
Lucinda Wade
412-262-1030

Mental Health

Stauton Clinic- HVHS
720 Blackburn Road

Sewickley, PA 15143
412-749-7773

Laughlin Center

424 Fredrick Street
Sewickley, PA 15143
412-741-4087

Allegheny Children's Initiative
2304 Jane Street

Pittsburgh, PA 15203
412-390-3848

Easter Seals of Western PA
2525 Railroad St.
Pittsburgh, PA 15222
412-281-7244

Girl's Hope

1020 State Street
Baden, PA 15005
724-869-6577

Holy Family Institute
8235 Ohio River Blvd.
Pittsburgh, PA 15202
412-766-9020



Family Support
Relationship Resolutions
969 Greentree Road
Pittsburgh, PA 15220
412-921-3908

Step By Step

St. Stephen's Church
405 Frederick Ave.
Sewickley, PA 15143
412-741-1790

Family Guidance
307 Duff Road
Sewickley, PA 15143
412-741-8550

Turtle Moon Sleep Consulting

Megan Stearman

412-721-7893
megan@turtlemoonsleepconsulting.com

Crisis Center North
PO Box 101093
Pittsburgh, PA 15237
412-364-6728

Community Health Services-Breathe Easy
Heritage Valley Health System

3 Pear Tree Way

Beaver PA 15009

866-328-8389

Drug And Alcohol
The Alliance Against Drugs
Suite 2300 Building 2

2607 Nicholson Road
Sewickley, PA 15143
412-445-9510

Gateway Rehabilitiation
1-800-566-5933

Broken Hope

PO Box 248
Sewickley, PA 15143
412-877-6070

Brad Holewinski

Family Education

Sweetwater Center for the Arts

200 Broad Street
Sewickley, PA 15143
412-741-4405

Sewickley Public Library
500 Thorn Street
Sewickley, PA 15143
412-741-6920

PA Promise
http://paprom.convio.net



