Parents,

We welcome you to Crestwood Elementary Cougar Den.  We have a Basic Code that children will follow while a member of Cougar Den.

DO WHAT’S RIGHT!

DO YOUR BEST!

TREAT OTHERS THE WAY YOU

 WANT TO BE TREATED!

With this code we hope to promote positive human relationships between the students, parents, school staff, and community at large.  We recognize the importance of providing children with the best possible opportunities to grow into healthy, well-adjusted adults.  We believe the hours spent in a childcare setting should be nurturing and educational. The Den will strive to provide a safe, relaxed atmosphere that is conducive to positive growth and to meeting the needs of the whole child.

THE GOALS OF THE DEN ARE:

· To provide a quality, developmentally appropriate childcare program at a reasonable cost and in a convenient location.
· To provide a safe, relaxed atmosphere for creativity, recreation and socialization for each child regardless of race, income, creed or ethnic origin.
· To provide learning opportunities through enrichment activities that promotes artistic endeavors.
· To provide additional opportunities for students to work on homework and reinforce academic needs.
OUR HOURS WILL BE:

· Before school, Monday through Friday, on regular school days from 6:30-7:30a.m.
· After school, Monday through Friday, on regular school days from 2:30-6:00p.m.
· Full days, Monday through Friday, in-service days and non-national holidays from 6:30a.m. to 6:00p.m.  When school is canceled due to snow or inclement weather, we will open at 6:30a.m. and close at 6:00p.m.
· Summer hours are 6:30a.m. to 6:00p.m.
· We will not be open on National Holidays.  National Holidays will be posted in the Den.
THE DEN TELEPHONE NUMBER IS 241-3412 OR CELL NUMBER 541-0087.

GRIEVANCE PROCEDURES:

All concerns need to be brought to the attention of Program Director.  If the parent still has a concern after talking with the Director, the parent may meet with the Principal.  Grievance procedures are outlined in the Oldham County Board of Education policy manual.

STAFF:
The Den Staff consists of adults who are motivated and eager to provide quality childcare for your children.  All staff members have experience in the care of children and are trained in school age childcare.  Staff members are certified in CPR and First Aid. The staff/child ratio will meet state regulations.  The Den operates with an open door policy.  The director and staff are always available for your questions and concerns.

 PROGRAM COSTS:

All fees are due in advance on a weekly basis and must be paid by the beginning of the week.
· $55.00 per week, for one child when contracting for 5 days.  $35.00 per week for each additional child.

· $20.00 per day, for one child when contracting for less than 5 days.  $17.00 per day for each additional child.

· $35.00 per day for Full Day Care.  This will include two snacks and some field trips.  This will not include lunch. Your child will need to bring in lunch on Full Days.  $30.00 per day for each additional child.

· Summer fees will be $95.00 per week for one child when contracting for 5 days.  $80.00 for each additional child.  $35.00 per day for one child when contracting for less than 5 days.  $30.00 per day for each additional child.

RULES OF PROGRAM COSTS:


· Every child must be pre-registered to use the Den. 

· We do not offer drop-in service.  

· Late charges will be assessed if a child is not picked up by closing time.  (6:00p.m.) The charge is $1.00 for each minutes beginning after 6:00p.m.  Late charges are due at time of pick up. 

· All unpaid balances must be paid in full before a student will be registered for the following year.

· Registration is handled on a first come, first serve basis.   All applications received after the program is full will be placed on a first come first-serve waiting list.

· Receipts are available upon request.

· Checks need to be made out to “Crestwood Cougar Den”.

· No tuition credit will be offered for absence due to illness or vacation unless you give two weeks notice.
· If fee is not paid by 6:00pm on Tuesday of the following week there will be a charge of $5.00 late fee for that week.  If you are two weeks behind your child will not be allowed to come until the account is current.
· There will be a two-week vacation limit for the year.  A mandatory two-week written notice is necessary to obtain the vacation credit.  School breaks and non-school days are not included in this two-week limit.
Financial assistance is available through the local Department for Social Service on a sliding scale, as needed.  If you are interested please direct inquiries to the Director/Asst. Director.
SIGN-IN AND SIGN-OUT PROCEDURES:

All Den members must be signed in upon arrival by a parent/guardian unless they were already present for their normal school day.

Parent/Guardian/Authorized Person must sign his/her name on the dismissal sheet. They must also note the time of pick up. Only the authorized persons mentioned above may pick up the child.

Authorized persons are advised to have a photo I.D. to show staff upon release of child.  If a situation arises where a person does not have proper identification or is not listed on the registration form for release of a child, the child is kept on the school grounds until the legal parents or guardians arrive.

If your child is to be released to someone other than those listed, the Parent/Guardian/Authorized Person must write a note and give it to the Director/Asst. Director.

All children must be present at school to attend the Den on after-school days.

REQUIREMENTS:

· Registration forms must be filled out before the child attends.

· Emergency forms must be on file.

· You will be responsible for payment for the contracted days your child is absent unless prior arrangements have been made with the Program.

· There must be a TWO-WEEK notice in advance of any changes in your contract.  We will budget accordingly, unless notified; you will be responsible for payment.

· NO pocketknives, matches, sharp objects, or other dangerous items are allowed.  Personal equipment such as video games, trading cards, toys, etc. should be left home. Crestwood Cougar Den is not responsible for lost or stolen items. Non-dangerous items will be taken away from students by a staff member may be reclaimed at the end of the day.  A lost and found will be maintained for misplaced items.
· Children should have a backpack or school bag to carry items to and from the Program.

· Children should be allowed to experience all types of activities. Children should wear play clothes and play shoes. Appropriate outdoor clothing should be available for all weather.

MEDICATIONS:
The staff will administer only doctor prescribed medication under the following conditions:

· Medicine must be in the original container from the pharmacist.

· A parent must sign an Authorization for Medication form daily.

· The child’s name must be on the container.

· No other medication will be administered unless written instructions are provided from the doctor and proper authorization forms are signed.

· A DAILY Authorization form must be filled out for the staff to administer ANY medication.

· Staff must log medication, time, and date for administration of each medicine and sign log.  

HEALTH RULES:
If your child has been exposed to ANY CONTAGIOUS DISEASE or has an illness such as measles, mumps, rubella, scarlet fever, strep infections, hepatitis, chicken pox, head lice, scabies, impetigo, flu, etc. PLEASE contact us immediately.  We reserve the right to restrict attendance.  We will notify parents if their child has been exposed to any serious childhood disease.  Should a child become sick or injured, parents will be notified immediately.

DISCIPLINE POLICY:
Disciplinary action will be taken if a child is disruptive or is a threat to the safety of another child or themselves.

· TIME-OUT will be used for discipline purposes in most cases.  The child will remain in the room with the rest of the children but will be separated from activities for a short time (1 minute per year of age).

· If TIME-OUT fails to produce acceptable behavior a child may lose privileges.

· If problem still exist we will ask for parental intervention. If acceptable behavior is still not maintained, a child’s participation in the program may be terminated.

Parents will be notified of any discipline administered beyond time out or loss of privileges.  CORPORAL PUNISHMENT IS NOT A PART OF THE COUGAR DEN PHILOSOPHY.  See the Crestwood Elementary School Student handbook discipline policy for further information.

DAILY ACTIVITIES:

The Den will include, but not be limited to the following daily plan of activities.  These represent minimum requirements.

· FREE TIME:  Children will have plenty of opportunities to engage in free play and socialization.  A variety of games, toys, puzzles and craft supplies are available.  The staff will encourage all children to participate in-group activities on a regular basis.

· ASSIGNMENT COMPLETION TIME:  Students will have the freedom to work on school assignments and projects as needed.  A location that is quiet and conducive for task completion will be provided and assistance from staff will be available.

· SNACK TIME:  At least 15 minutes will be allocated to snack time.  Milk or juice, and a nutritious snack will be provided and included in the fee.

· QUIET TIME:  At least one-half hour of supervised quiet time, which allows for educational games, story time, reading, educational movies or relaxation will be provided.

· OUTDOOR ACTIVITIES:  As weather permits, outdoor activity will be scheduled.  It will be supervised, organized and sequential in nature.  Activities may include team games, large motor skills, exercises or playground time.  Please have your child dress appropriately for weather. 

· ARTS AND CRAFTS:  Individual or group projects will be provided weekly.

· MUSIC:  Musical activities will be provided.

Your child is able to participate in any school activities that are offered by Crestwood Elementary.  

The Crestwood Cougar Den is a state licensed Youth Enrichment Program.

The Cougar Den is open to all Crestwood students, grades K-5th grade; regardless of race, creed, ethnic background or income.

The Cougar Den will be housed in Crestwood Elementary School, utilizing the whole building, the outdoor playground, the tennis courts, baseball field, and surrounding property.

SACK LUNCH:  When school is not in session you need to send a sack lunch with your child.  The lunch should consist of a protein, two vegetables, or a fruit and one vegetable, and bread.

RESPONSIBILITIES:  Children will have the responsibility of assisting the staff in keeping Cougar Den clean.   We will encourage children to pick-up after themselves.

Parents have the responsibility of informing the staff of any custody situations in which a parent is not allowed to remove their child from the program.

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

It is very important that all clothing, jackets, lunchboxes and backpacks be clearly labeled with your child’s name.

FIELD TRIP POLICY:

During times when school is not in session or during summer months, students enrolled in the Youth Enrichment Programs are expected to attend field trips and swim outings if registered for the program.   If a student cannot attend a scheduled field trip or outing, it is the parent’s responsibility to arrange alternate childcare for that day.  There will be no tuition adjustment made if a student does not attend a field trip or outing.  Exceptions may be made for medical reasons. 

INCLEMENT WEATHER POLICY

WHEN SCHOOL IS CANCELLED DUE TO INCLEMENT WEATHER, COUGAR DEN WILL STILL BE OPEN TO MEET YOUR CHILD CARE NEEDS.  WE WILL BE OPENING AT 6:30a.m.  AND CLOSED AT 6:00p.m.  (IF NO CHILDREN ARRIVE BY 9:00a.m. COUGAR DEN WILL BE CLOSED FOR THE DAY.)  ALSO, WHEN WEATHER CONDITIONS ARE SO SEVERE THAT STAFF IS UNABLE TO TRAVEL SAFELY, WE WILL NOT BE OPENING.  IN THE EVENT THAT THE DEN IS TO BE CLOSED WE WILL NOTIFY WHAS RADIO AND TV.  WE WILL LEAVE A “NOT OPEN” MESSAGE ON THE DEN ANSWERING MACHINE.

WHEN SCHOOL IS CANCELLED FOR A SINGLE DAY DUE TO INCLEMENT WEATHER AND COUGAR DEN IS OPEN, BUT YOUR CHIID DOES NOT ATTEND, YOU WILL NOT RECEIVE A CREDIT OR REFUND.  IF, HOWEVER, SCHOOL IS CLOSED FOR TWO OR MORE CONSECUTIVE DAYS AND YOUR CHILD DOES NOT ATTEND COUGAR DEN, WE WILL OFFER A 50% CREDIT.  THIS CREDIT WILL BE APPLIED TO THE FOLLOWING WEEK’S TUITION.  NO REFUND CHECK WILL BE ISSUED.   IF YOUR CHILD DOES ATTEND COUGAR DEN ON THESE DAYS, THE TUITION FEE IS THE SAME AS A FULL DAY FEE.
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CRESTWOOD COUGAR DEN

QUARTERLY FIRE, TORNADO, TRAIN DERAILMENT AND EATHQUAKE DRILL REPORT

FIRE


___________________________________________

TORNADO

___________________________________________

TRAIN DERAILMENT
___________________________________________

EARTHQUAKE

___________________________________________

Notes for Fire Drills:
Make sure it is timed, and enforce the importance of having drills.  Be sure staff knows what to do during the drills.

Notes for Tornado Drills:
 Ask the children what they would do at home if there were a tornado.  

Notes for Train Derailment:
Tell the children what we would do if there were a train derailment.

Notes for Earthquake Drills:
Make sure children know what to do inside and outside if we had an earthquake during Cougar Den.

The following information is designed to outline the Youth Enrichment Program response to a wide range of emergency situations form natural to man-made. Pre-assigned building codes shall be utilized to notify staff of certain emergencies.  These codes may be in the form of words or phrases. Once announced, they shall automatically trigger specific responses from the staff.

One code may identify more than one type of emergency, if the protocols for both or all the emergencies it identifies are substantially similar.  These codes will be uniform throughout the district.

	


SITUATION



CODE



ACTION TO BE       

                                                                                                                     TAKEN

Assault



Alpha



Lock Down

Gas Leak



Omega



Evacuate Building

according to disaster plan

Hostage Taken



Alpha



Lock Down

Trespasser/Intruder


Alpha



Lock Down

Weapon



Alpha



Lock Down

Train Derailment/


Omega



Evacuate Building

Chemical Spill







according to disaster       

                                                                                                                    plan

For FIRE or SEVERE WEATHER, follow standard alarm or announcement procedures, without codes.  Every program should have a weather radio receiver, which immediately informs the staff of any severe weather information. 

EARTHQUAKE:

Staff members should take charge immediately and give instructions in a firm calm voice.  During the quake take cover under a table, desk, counter or other heavy furniture. If you are in a room with moveable cabinets or in the library with bookshelves, move away and take appropriate cover.  If you are outside, move to an open space away form buildings and overhead power lines and trees.
TRANSPORTATION:

Crestwood Cougar Den will take field trips occasionally throughout the school year and weekly during the summer.  The Cougar Den utilizes the Oldham County Board of Education Transportation Department for providing transportation for field trips.  The Cougar Den will maintain staff to child ratios on these field trips.  All buses are inspected and pass state transportation guidelines.  All bus drivers are certified to transport school age children.

Cougar Den will maintain a bus binder for each and every field trip.  This contains rosters, student medical information, and emergency telephone number.

FIELD TRIP POLICY:

During times when school is not in session or during summer months, students enrolled in the Youth Enrichment Programs are expected to attend field trips and swim outings if registered for the program.   If a student cannot attend a scheduled field trip or outing, it is the parent’s responsibility to arrange alternate childcare for that day.  There will be no tuition adjustment made if a student does not attend a field trip or outing.  Exceptions may be made for medical reasons. 

MEDICATIONS:
The staff will administer only doctor prescribed medication under the following conditions:

· Medicine must be in the original container from the pharmacist.

· A parent must sign an Authorization for Medication form daily.

· The child’s name must be on the container.

· No other medication will be administered unless written instructions are provided from the doctor and proper authorization forms are signed.

· A DAILY Authorization form must be filled out for the staff to administer ANY medication.

· Staff must log medication, time, and date for administration of each medicine and sign log.  

HEALTH RULES:
If your child has been exposed to ANY CONTAGIOUS DISEASE or has an illness such as measles, mumps, rubella, scarlet fever, strep infections, hepatitis, chicken pox, head lice, scabies, impetigo, flu, etc. PLEASE contact us immediately.  We reserve the right to restrict attendance.  We will notify parents if their child has been exposed to any serious childhood disease.  Should a child become sick or injured, parents will be notified immediately.

ALLERGIC REACTION:

Possible Symptoms (A reaction may constitute one symptom or several symptoms):

· THROAT:  Itching or sense of tightness in throat, hoarseness, hacking cough, change in voice, difficulty swallowing, clearing of throat

· MOUTH:  Swelling or itching in or around the mouth, lips or tongue

· LUNGS: Difficulty breathing or speaking, wheezing, tightness in chest, weakness

· SKIN:  Hives, itchy rash, swelling about the face or extremities

· NOSE:  Nasal irritation, sneezing, stuffy or runny nose

· OTHER:  Restlessness, sweating, fright, sense or impending doom, disorientation

FIRST ACTIONS:

· Assess situation: assist student/employee to be comfortable

· Check health information to determine if there are allergies known and if “Epi-Pen” prescribed

· If student/employee has a known life-threatening allergy, is known to have ingested the food causing the allergy, AND has had a recent anaphylactic reaction, trained personnel shall administer Epi-Pen; otherwise, administer prescribed antihistamine and monitor for symptoms.  WHEN IN DOUBT ADMINISTER EPI-PEN.

· NOTIFY 911 if epinephrine is administered

· If no “Epi-Pen” prescription, notify 911 and advise that the person is likely having an allergic reaction and may need epinephrine but has no prescription.

· Have another person trained in CPR to stay with them for any emergency.

· Notify Principal or administrator in charge.

· Have a staff member to notify parent & District Nurse.

· Administer medication, by order of physician, if appropriate.

· If bee sting, remove stinger, apply ice pack.

· If food allergy, keep warm.

· If allergen has contacted skin, wash skin thoroughly with soap and water.

· Observe for respiratory difficulty.
ACCIDENT PROCEDURES:

Accidents must be reported to Director/Asst. Director after a child is safe or out of danger.  Staff members must fill out accident report forms for each individual accident.  Director/Asst. Director will notify parent of serious injury or illness, as necessary. 

DISCIPLINE POLICY:
Disciplinary action will be taken if a child is disruptive or is a threat to the safety of another child or themselves.

· TIME-OUT will be used for discipline purposes in most cases.  The child will remain in the room with the rest of the children but will be separated from activities for a short time (1 minute per age).

· If TIME-OUT fails to produce acceptable behavior a child may lose privileges.

· If problem still exist we will ask for parental intervention. If acceptable behavior is still not maintained, a child’s participation in the program may be terminated.

Parents will be notified of any discipline administered beyond time out or loss of privileges.  CORPORAL PUNISHMENT IS NOT A PART OF THE COUGAR DEN PHILOSOPHY.  See the Crestwood Elementary School Student handbook discipline policy for further information.

RUNAWAY/KIDNAPPING/LOST CHILD:
If a student leaves without staff permission or is abducted by a stranger or family member, notify the Principal and the Police (911).  If possible, provide a picture and obtain a full description of the child, including clothing, to assist police. 

GRIEVANCE PROCEDURES:

All concerns need to be brought to the attention of Program Director.  If the parent still has a concern after talking with the Director, the parent may meet with the Principal.  Grievance procedures are outlined in the Oldham County Board of Education policy manual.

CHILD ABUSE:

Every staff member is responsible for reporting suspicion of child abuse. Child abuse hot line number will be posted in Cougar Den.

CONFIDENTIALITY:
Confidentiality means the protection of all personally identifiable data, information and records collected, used or maintained by any school or institution.  “Personally identifiable” includes information relating to a specific student including the name, name of parent or other family members, address, personal identifiers such a social security number, list of personal characteristics or traits which would make identity easily traceable, or other information which would make identity easily traceable.  Be very careful of “LOOSE TALK” that personally identifies a student when talking to parents.  These comments often come back to haunt us.

PROTOCOL:

In the event of any emergency these people should be notified:

· Director/Asst. Director

· School Principal

· Assistant Superintendent

Rick McHargue

· Superintendent
FORMS:

See attached forms that will be used in Cougar Den Youth Enrichment Program.
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