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Statement of Purpose 
All programs of the YMCA of the North Shore are designed around the organization’s mission statement: “The YMCA of the 
North Shore is committed to education and the values of caring, honesty, respect, and responsibility.  Our YMCA provides all 
children, adults, and families, regardless of income, with opportunities to develop a healthy spirit, mind and body.” 
 
Philosophy 
Our curriculum addresses all aspects of child development, offering carefully planned activities to ensure that children achieve 
their full potential in language, emerging literacy, cognitive and physical skill development.  We focus on the emotional and 
social growth of children.  We offer a wide range of enrichment activities, including swimming, gymnastics, sports, yoga, rock 
wall and health and nutrition curriculum. The YMCA partners with families to insure all children reach their full potential.   
 
Goals 
To help children develop: 

 Self-Confidence 

 Social Skills  

 Interpersonal skills 

 Positive Values 

 Literacy Skills 

 Cognitive Development 

 Physical skills 

 Sense of Community 

 Healthy habits 
 
Objectives 
1. To provide opportunities for children to develop an understanding of self and others, 

 to develop social skills in a setting of warmth, respect, positive support and responsiveness. 
2. To provide a curriculum that encourages children to grow intellectually by experiencing a wide variety of developmentally 

appropriate activities and materials while pursuing their own interests in the context of life in the community. 
3. To meet the needs  of children and their families by offering safe and affordable programs staffed by competent, 

responsible caregivers that understand and meet the needs of children. 
4. To strengthen the family unit by providing opportunities for families to work and play together, to share values, to improve 

their economic stability, and to broaden their sense of community with other families. 
 
Non-Discrimination Policy 
The YMCA of the North Shore shall not discriminate in providing service to children and their families on the basis of race, 
religion, cultural heritage, political beliefs, disability, marital status, national origin or sexual orientation. Toilet training status is 
not an eligibility requirement.   
 
Licensing Agency 

Our programs are licensed by the Massachusetts Department of Early Education & Care (EEC,) Northeast Regional Office, 360 
Merrimack Street, Building 9, 3rd floor Lawrence, MA 01843. 
Phone: 978-681-9684;  Fax: 978-689-7618. Parents may contact EEC for information regarding the program’s regulatory 
compliance history. The program is mandated to uphold all of the Department’s rules and regulations pertaining to Early 
Education child care licensing.  Our programs operate year round.  An authorized representative from EEC makes inspection 
visits before a license to operate is issued.  During program operation, the licensor will make scheduled visits to inspect the 
program for compliance with all regulations.  The licensor has the right to make an unscheduled visit at any time and would visit 
if a report of serious deficiencies is made by any person.  A copy of the regulations may be obtained on-line at 
www.mass.gov/eec or from the center director by request. 

Age categories 

Infant 2 months  to 15 months 

Toddler 1 year 3 months  to 2 years 8 months 

Preschool 2 years  9 months to Kindergarten eligible (5 Years) 

Transitional Kindergarten 5 years  by December  + (Missing the K cut-off or for a child 
just turning 5 in summer that can use an extra year to develop 
skills) 

http://www.mass.gov/eec
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Enrollment Procedure and Documents 

 

In order to ensure that your child gets the best possible care, the YMCA requires a pre-enrollment visit/tour before enrollment 
in the program.  During the tour we will learn about your child, his needs, and your expectations for the program.    During this 
time, all YMCA services and programs are explained.  We also set up visit days for parent and child to spend some time in the 
classroom helping the child adjust to their new environment.  The full transition process for a child can take up to 6 to 8 weeks.  
The teaching staff and directors will guide you through that process and support your child as they develop trust with us and 
form new friendships.   Enrollment decisions are made between the child care director and parent in accordance availability 
and with EEC regulations. 
 
Parents are required to complete an Enrollment Packet PRIOR to the child's start at the center.  These forms include a Face 
Sheet, Developmental History and Background Information, Authorization and Consent, Individual Health Plan (For Allergy 
and/or Medical Condition), Early Learning Fee Schedule, Permission & Release Forms).  Each child must also have a copy of a 
Well Physical and Immunization Record  annually from their pediatrician in order to attend the program.  Prior to child’s start 
date a copy of current physical and immunizations must be on file. 
 
IMMUNIZATIONS 
If your child’s immunization schedule is modified/delayed due to a reaction and/or religious belief you must submit 
documentation from your child’s physician stating as such. 
 
Per EEC regulations, all paperwork is valid for ONE YEAR only.  It must be completed annually to ensure that the best quality 
care can be given to your child. 
 
Orientation 
Once enrolled, a special time and date will be arranged for your child to visit the classroom to become familiar with the 
surroundings, the teacher and his/her new classmates.  During this visit, both child and parents will participate in classroom 
activities interacting with both teachers and children.  This will help to reduce apprehensions (for child and parents) on the first 
day of school. 
 
Hours of Operation  
Our early education program operates 52 weeks a year, Monday through Friday from 7:00AM to 6:00 PM.  All children from 
Infant room through the three year old classrooms attend the center for the full year.  This minimizes change for our children 
creating a consistent environment, teaching staff and friends.  Regardless of possibly aging up to the next classroom level all 
children will transition to their new classroom each year in September.  Children graduating on to Kindergarten can choose to 
stay through the end of the regular school year (June) or through summer for Paddleboats Camp (August).   Children in the 
Transitional Kindergarten classrooms can choose to attend our Paddleboats Camp or the YMCA’s Small Fry, Specialty, 
Gymnastics or Sports Camps.  If at any time a family needs to leave the center a two week notice in writing is required. 
 
Arrival 
Upon arriving at the center each day, the parent/adult must accompany the child to his/her classroom, put things away in their 
cubby, and make sure the child’s teacher has acknowledged his/her arrival for proper attendance.  If your child is having a 
difficult drop off the teachers will help by stepping in to engage your child in the activities available.  It a pattern arises we can 
meet to discuss a plan to help your child by giving them special jobs or incentives as they separate from you each morning.  
Please let us know if you are having difficulty. 
 
For the safety of all children when dropping off and picking-up, the YMCA asks that all families not leave their children 
unattended in vehicles within our parking lots.  We also ask that all families adhere to the laws around handicap parking space 
usage.   
 
Departure 
Children must be picked up by a parent or authorized person by your scheduled time.  We will not release your child to anyone 
not authorized in writing by the parent.   Should you need to send a person to pick up who is not on your pick up authorization 
list, you must send an email and call the director to report this change.  Any person not recognized by the staff will be required 
to show picture identification before the child is released to him/her.   As in arrival make sure the teachers are aware of your 
arrival for pick up for proper attendance.   
 
Late Pick Up Policy 
Parents and/or authorized persons must call the YMCA if they will not be able to arrive before their scheduled pick-up time or  
official closing time (6:00PM).  Each day a parent and/or an authorized person is late picking up a child, a late fee will be 
assessed.  It is not the YMCA’s intention to make money from these fees.  The money collected will defray the cost incurred by 
keeping the center open and paying staff overtime.   
The late fees are as follows: 
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 Each week we review classroom attendance and bill parents for anytime over their scheduled pick-up time.              
You will see those fees on your account under “other fees”. 

 Within the first 10 minutes after the center officially closes (6:00PM), the fee assessed will be $15.00. 

 An additional fee of $2.00 per minute will be assessed after the first ten minutes. 

 If a parent/guardian is late more than 3 times the director will schedule a meeting to discuss your needs.  If the issue 
is not solved and continues it may result in suspension and termination from YMCA Early Learning programs. 

 
IF A CHILD HAS NOT BEEN PICKED UP BY 7:00 PM and THE YMCA STAFF HAS BEEN UNSUCCESSFUL AT:  

 Contacting a parent/guardian or a designated authorized emergency person 
AND 

 Parent/Guardian or authorized person HAS NOT contacted the YMCA to inform staff  
of late arrival 

THE YMCA WILL FOLLOW THESE PROCEDURES: 

 Contact the Department of Children and Families (DCF) Child at Risk Hot Line and inform  
them that we have an abandoned child. 

 A YMCA Staff member will stay with child until a DCF social worker takes over the  
situation. 

 The YMCA Staff member will attempt to leave a message for the parent or authorized  
person as to where to locate their child. 

 
Absences/Messages 
To ensure the health and safety of all children we ask that you please contact the directors to let them know when your child is 
sick and detail about their illness symptoms/diagnosis.  This allows us to keep the teachers informed about their class and for 
proper communication to parents about communicable illnesses.  You can email or call the center the night before or by 8:30 
AM to leave us a message at 781-990-7095 (April) or macphaila@northshoreymca.org/ 781-990-7021 (Melanie) or 
greenm@nrothshoreymca.org.                   
 
Contact Numbers 
 
Please dial 781-631-1819 and then the following extension 
Classrooms  Infant    x1445 

Toddler 1 & 2       x1425 
   Toddler 3 & 4     x1426 
   Peach                   x1427 
   Purple                   x1428 

Green                   x1429 
Red                   x1430 
TK     x1439 

 
Center Director  April MacPhail          x1442  Direct Line 781-990-7095 
Associate Director   Melanie Green        x1421  Direct Line 781-990-7021 
YMCA Executive Director  Gerald Mackillop        x1401 
 
Holidays/Center Closures         
  
Thursday August 31, 2017  Classroom cleaning/set-up 
Friday September 1, 2017  Classroom cleaning/set-up 
Monday, September 4, 2017  Labor Day 
Monday, October 9, 2017  Columbus Day 
Friday, November 10, 2017  Veteran’s Day /Professional Development 
Thursday, November 23, 2017 Thanksgiving 
Friday, November 24, 2017  Day after Thanksgiving 
Monday, December 25, 2017  Christmas Day 
Monday, January 1, 2018  New Year’s Day 
Monday, January 15, 2018  MLK/Professional Development 
Monday, May 28, 2018  Memorial Day 
Wednesday, July 4, 2018  4th of July 
Thursday, June 21, 2018  Graduation & Summer set-up (Red, Green & TK  classrooms)  
Friday, June 22, 2018   Summer set-up (Red, Green & TK  classrooms)  
Thursday, August 30, 2018  Classroom cleaning/set-up 
Friday, August 31, 2018  Classroom cleaning/set-up  
 
 

mailto:macphaila@northshoreymca.org
mailto:greenm@nrothshoreymca.org
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Fees and Payments:  
 
Please see our center brochure and/or website for tuition information and program schedules. 
 
There is a minimum of 2 days per week for enrollment due to a child’s ability to adjust and for consistency.   The YMCA can not 
deduct days missed from your fee due to illness or planned days off.   Your fee pays only for direct operating costs, such as 
teaching salaries, materials, equipment, and maintenance which are fixed costs whether or not a child attends.   When you 
enroll you are reserving the time, space, staffing, and provisions for your child on those scheduled days.  We are unable to fill a 
day your child does not attend which could leave the validity of the budget in jeopardy. 
 
Tuition is due weekly on Fridays prior to the week of attendance.   If you wish to pay bi-weekly or monthly we ask that you pay 
at the start of the service week/month rather than at the end.  This keeps us from carrying large balances and allows us to 
properly maintain the operating budget. 
 
Tuition Information 
 

 The weekly tuition fee remains constant.  Weekly payment amounts are not reduced as a result of holiday closings, 
snow days, or child attendance.   

 Please see us if you run into financial difficulty.  Parents who fall behind on their payments will receive a tuition 
reminder and statement in your child’s mailbox.  After 2 weeks missed you will receive a phone call and letter to 
discuss your balance.  If necessary we can place you on a payment plan to help you pay down your balance while 
keeping current with your weekly tuition.  The plan will include your weekly tuition amount plus 10% of the balance.  
You will be asked to sign the payment plan agreement and adhere to the agreed upon weekly tuition payment.  If 
payment plans are not followed an Advanced Termination of Services Notice will be given.  Parents will have two 
weeks to bring their account current or will be terminated from the program.  The YMCA reserves the right to send 
accounts into collections for unpaid balances.  

 There will be $25.00 service fee on all returned checks.  The YMCA reserves the right to ask parents to pay with 
money orders.  There is a $10.00 service fee for all Epay insufficient funds notice. 

 For budgeting and scheduling purposes a two-week written notice is required when requesting a schedule change or 
withdrawing your child from YMCA Early Learning programs. 

 Financial Assistance is available to those who qualify. Contact the Account Manager (Devin Proctor 781-990-7051) to 
apply for Access.  

 
Registration/Enrollment Fees 
 

 A Registration Fee is charged at the time of registration and on an annual basis at the time of re-
registration.  The fee is not applied toward tuition.   

 Each February prior to the Fall Program a deposit of one (1) week tuition and $75 registration fee is due to reserve 
your child’s placement.  Details will be emailed home to each family prior to the due date. 

 
Tuition Payment Method             
E-Pay 

 For your convenience we offer an Automatic electronic payment plan called E-Pay.  Your weekly tuition payment 
is withdrawn from a checking or credit card account on Sundays each week.    

 We encourage all parents to set up a family account in our software system (Active Net) so you can monitor your 
tuition payments, change billing information, print receipts and register for classes. 

 
Inclement Weather Policy 
The Early Learning Center will make the determination to close the center due to weather conditions based on the severity of a 
storm and/or State-Of-Emergency rather than what the school system is doing.  The Director will send out an email blast to all 
families to keep you informed and Closures will be posted on the YMCA website www.northshoreymca.org / Lynch/van 
Otterloo location.  If we do have a storm that causes difficult travel conditions in the morning we will do everything in our 
power to have teachers arrive as soon as possible.   

 If the weather situation is extremely hazardous, the YMCA Branch Executive Director will determine whether or not 
the YMCA will remain open.  If we do have the need to close we will contact families by email and/or phone calls. 

 Should a snow day fall on your child’s service day, parent will be required to pay their regular fee.  
 
 
Transitioning Your Child 
Transitioning into the center will include a tour and an invitation for parent and child to visit the classroom in which the child 
will enroll.  The center will help you and your child transition into the center and between classrooms. 
A few tips to help… 

http://www.northshoreymca.org/
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The transition to preschool is often marked with two steps forward, one step back, as your child grows and learns in amazing 
ways — but at the same time, regresses in some behaviors, too. Child psychiatrist Joshua Sparrow, M.D., is an assistant 
professor at Harvard Medical School professor and co-author, with T. Berry Brazelton, of Touchpoints 3 to 6.  He's also a former 
preschool teacher and gives this advice about how to ease your child's transition. The most common challenge for most 
children is saying goodbye to their parents, or trouble separating. For some children this may be their first time out of the 
home. Others may have separated before, but are now in a new situation.  The center will provide a complete guide to help you 
to transition your child at the time of enrollment. 
Transitioning out of the center to kindergarten or another center will be managed by parent and center staff such that the child 
is aware of the move and questions about the move are anticipated or answered as they arise.  Every effort will be made to 
make sure the child has a realistic picture of his next school and that he feels comfortable and confident about the move.    
Center staff will complete a summary of the child’s progress and developmental level using Creative Curriculum.  At parents’ 
request, staff is available to meet with parent and/or staff from receiving school.   
 
The YMCA Early Learning Centers are committed to nurturing the potential of every child as they begin their journey to 
become life-long learners.   Through child centered activities they use their curiosity and imagination to become active 
participants in their environment.  As children explore, create and share ideas they develop essential skills to build the 
foundation for future success in school. 
 
Curriculum 

“Play opens the windows of learning in a child’s life and acquaints him or her with movement,                                                  
observation, relationships, emotions and much more”. 

 
Our experienced, certified educators use a variety of resources to develop programs for children.  Teachers are supported by 
colleagues, directors and Early Childhood experts as they develop their individual professional goals. 
 
Teaching teams collaborate to develop successful programs to meet the needs of individual children.  Creative Curriculum is a 
research based early education curriculum program that allows teachers to plan their activities based on each child’s 
assessment of ability and developmental levels.  It addresses all curriculum areas and meets national and state standards.     
The approach to children’s assessment is guided by Creative Curriculum’s Teaching Strategies Gold.    

 Promotes hands-on learning through exploration 

 Supports early literacy and language development 

 Emphasizes the importance of routines 

 Ensures Kindergarten readiness skills obtained 
  
For Social/Emotional development teachers utilize the Second Step curriculum.  They facilitate discussions and role playing to 
help children develop social skills needed to work through conflict and develop strong friendships with peers.  
 
Coupled with a curriculum theme focus and learning centers the early learning classroom is designed to meet all areas of a 
child’s development.  When given these opportunities children select from structured and unstructured activities. They choose 
activities that interest them, whom they want to work with and what materials to use.  While children engage in their 
environment, teachers are given the opportunity to observe, ask open-ended questions and make suggestions that extend play 
and support learning.  Children are given many opportunities to be engaged in physical activity each day.  They participate in 
scheduled enrichment activities such as swim, gymnastics, sports, yoga and frequent sessions on the playground climbing, 
running and riding bikes. 
 
Infant/Toddler  
 
The infant/Toddler program goals for learning and growing are designed to meet the specific needs, interests, and 
developmental level of each child.  Infants and toddlers will form trusting relationships and bond with their caregivers in an 
environment that is designed for success.  The classroom sets children up for success with materials designed in the proper size 
and developmental levels.  All activities and materials are chosen to provide opportunities to develop fine, gross motor skills, 
self-help skills, social and cognitive skills all while learning about the world around them.  As children grow the focus on 
social/emotional development and self-helps skills is expanded.  Outdoor play on the playground and fields or stroller 
excursions will be a part of the daily program.  Your child’s teacher will let you know the specific daily schedule in his/her 
classroom.   
 
Infant SIDS Reduction Practices 
In accordance with the EEC (Early Education and Care 606 CMR 7.01; 102 CMR 3.00 & 5.00) the center follows strict guidelines 
around sleeping materials, location and supervision to reduce the risk of Sudden Infant Death.   
 
These include: 

 Napping in individual cribs. 

 Cribs are never shared by 2 infants unless they attend opposite days and at that point bedding is changed. 
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 Parents provide a crib sheet and Sleep Sac for their child and launder at least weekly or as needed. 

 When infant arrive asleep in car seats they are moved to their crib. 

 If Infants fall asleep in a swing or bouncy seat they are moved to their crib. 

 Cribs have a firm, properly fitting mattress with clean sheets and do not contain a potential for head entrapment 

 Crib design meets the Federal Safety Standards 

 All staff are trained in “Reducing the Risk of SIDS in Child Care” and follow all safe sleeping methods (ie Back sleeping) 

 Children are under direct visual supervision at all times 

 Fluffy blankets, comforters, bumpers  or pillows are never used in cribs 

 Wedges or positioners are never used unless for health reasons and under direct order form the Pediatrician. 

  
Parents can review EEC’s Reducing the Risk of SIDS in Child Care at:  

 

http://www.mass.gov/edu/birth-grade-12/early-education-and-care/licensing/licensing-resources-for-

family-child-care-providers/professional-development-and-online-trainings.html or safe sleep 

training. [See 102 CMR 3.07(1)]. 
 
Assessment Plan 
As we work with each child, we want to make sure that we are helping him learn and develop.  We gather information on what 
the child is doing as the days and weeks pass and compare that to research based information on typical developmental steps 
for children his age.  Then, we assess progress and plan our activities for upcoming weeks.  We either increase opportunities 
and enticements to learn and practice these skills or help him reach for new, more challenging goals.  We choose to use the 
Creative Curriculum©/Teaching Strategies system to collect our data because it beautifully ties in child progress with curriculum 
planning.  It helps our busy teachers tie planning and assessment together for their classroom and each child.   

 Procedure 
Teachers are encouraged to record information about each child’s activities and interactions on a daily 
basis.  This information is data entered into the Creative Curriculum.Net© computer system so that the 
information can be organized by date and correlated to appropriate learning goals established for individual 
children.   Teachers compare the growth they see in the child throughout the year with the developmental 
continuum for each of 36 goals.  This clarifies progress and guides the teacher’s plans for next steps.  This 
information is shared with parents in writing three times a year, November, February and June for TK, 
Preschool and Toddlers and four times a year for Infants, November, February, May and August 

 Family involvement 
Parents are encouraged to discuss progress with the teacher at any time.  Together, parents and teachers 
can plan goals and coordinate efforts between home and school.  In your Back to School Packet we give you 
the ASQ (Ages and Stages Questionnaire) and ask parents to complete the tool to help us understand your 
perspective on your child’s developmental levels.  This helps us frame a plan for curriculum and individual 
care as we proceed into the school year. 

 Confidentiality  
Only teachers and administrators who are involved with a child’s assessment and curriculum planning have 
access to his CC.Net data and are able to read and discuss plans.  Teachers will share the report only with 
parents.  Hard copies of reports are kept in child files in the Director’s office.   

  
Birthday and Holiday Celebrations 
On occasions such as birthday celebrations and class parties, parents may send in healthy snacks to share with the class.    
Emphasis is placed on healthy alternatives when celebrating these events.   We cannot serve cupcakes and sugar snacks to the 
children in the center.   Items to consider are: fruit kabobs, pretzels, rice cakes, bagels, muffins or fruit popsicles.  Any item 
provided must be factory sealed with an ingredients list on the package.  Homemade items cannot be accepted as we must be 
sure of ingredients for children with allergies.   Please check with your child's teacher prior to any event.  Keep in mind that 
there may be children in your child's group with food allergies or dietary concerns. 
 
Babysitting   
We recognize your child’s teachers are familiar caregivers to both you and your children.  In order to ensure our staff aren’t 
inadvertently violating our Code of Conduct, we discourage staff from babysitting participants on their own time.     
 
Toileting Procedures   
 
Preschool 
Preschool children are brought to the bathroom as a regularly scheduled activity of their program day.  In addition, 
preschoolers are encouraged to voice their needs to the teachers at any time and will be immediately brought to the bathroom. 
Children are never forced to go to the bathroom or remain on the toilet.  Early Learning staff may gently encourage a child to 
use the toilet, however, if the child refuses, staff will reassure the child that he/she can try again later.     
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Children attend to their own toileting needs and will be instructed through the wiping process as they learn; however, in some 
cases if a child requires assistance, the staff member will use plastic gloves to assist the child through the toileting process.  We 
do encourage independence in this area and ask that you do the same at home.  Children are reminded to wash their hands 
before returning to the classroom after using the toilet. Toileting accidents are not punished in any way. 
 
 
Toilet Training 
Teachers partner with parents around toilet training needs by planning consistent messages and methods for children.  We will 
gently encourage children to sit on the potty.   Parents and teachers will communicate often, discussing how the child is 
responding and progressing towards independent toileting.  Under no circumstances will your child be pressured or forced into 
using the toilet.  It is helpful if parents supply the child care center with at least two to three changes of clothing during the 
toilet training process.  We celebrate each milestone around potty training to encourage success for all children. 
 
Diapering and Toileting for Infants and Toddlers 
We view diapering and toileting as an opportunity for caregivers and children to engage in one to one interactions.  Infants and 
Toddler children are changed every two hours or as needed.  Children will not remain in soiled or wet diapers.   Due to licensing 
requirements Infants and Toddlers can not wear cloth diapers.  Parents supply the center with a labeled bag of at least 10 
disposable diapers per day and wipes.  The following guidelines are utilized during diapering: 
 

 Staff member keeps one hand on the child at all times to prevent falling. 

 Staff member washes hands before and after.  

 Staff member washes the changing mat with disinfectant and covers it with new paper after each use. 

 Staff member wear rubber, latex free, gloves. 

 Soiled diapers are placed in a plastic lined, covered container specifically for diapers. 
 

SSlleeeepp//RReesstt//QQuuiieett  TTiimmee  
An extended rest, quiet activity or sleep period will be provided for children in care longer than 4 hours.  The length of this 
period will be appropriate to meet the needs of the children.   Quiet, soothing music will be played to help children relax during 
rest time.  Older children who do not sleep will be provided with quiet activities such as books to read or puzzles to work on 
their mats.  Infants nap on their individual schedules throughout the day in their own crib and bedding.  Teachers will document 
nap times and length of rest on your daily care sheet. 
 
Each Toddler and preschool child must have a separate crib sized sheet and blanket labeled with his/her name.  Bedding for 
each child is stored separately in a bag provided by you in the cubby.  The children rest on vinyl mats labeled with a specific 
number that only they use at rest time.   These are disinfected regularly by the teachers.   We ask that you take your child’s 
bedding home at the end of each week or as needed to be laundered. 
 
Clothing 
Children at the center are active and involved in many indoor and outdoor activities each day.  They will get dirty as they paint, 
explore and play outside.  They should wear clothes that are comfortable, practical and wash easily. Try to send your child in 
clothing that makes it easy for him/her to dress him/herself.   All belongings should be labeled with the child’s name.  We 
cannot be responsible for lost or damaged clothing.  Labeling items really helps the teachers keep track of your child’s items 
throughout the day.  In winter, please ensure that your child is dressed properly for cold weather – hat, mittens, warm jacket, 
snow pants and boots.  The children are involved in physical activity out doors on the playground or nature walks every day.  
We will go out unless it is inclement or the temperature/wind chill is below 32 degrees.  
 
Please send your child in sneakers.  Sandals, clogs, open toed or “party shoes” present a safety concern for active play and 
participation in enrichment activities and outdoor physical play.  We ask that you provide an extra set of clothing (shirt, pants, 
underwear, socks, and sweatshirt) in your child’s backpack each day or can be stored in a clear plastic bag that is marked with 
the child’s name and kept in their cubbie.  Infants/toddlers should have at least two changes available each day.   Parents will 
be given dirty clothing in a plastic bag for laundering at home when needed.  We ask that you always maintain a complete set of 
extra clothing in the center for your child’s comfort.   
 
A swim suit/towel should be provided in a separate bag each week for all preschool children.  Teachers will ask you to send 
your child to school in their suit if their class begins between 8:30 and 9:30 AM.  The bag should then have a pair of underwear 
with their towel to be changed in the locker room after class. 
 
The teachers work with the children on being independent and do their best to help them keep track of their belongings.  
Remember to label everything with your child's name so the teachers can help keep track of their belongings and return them 
to the proper cubby.  If you are missing an item, please let the teachers know.     
 
What to bring for Infants and Toddlers:  PLEASE LABEL ALL ITEMS BROUGHT TO SCHOOL!!! 

 Bottles with powder formula pre-measured, cans of formula room temperature and or breast milk pre-measured. 
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 Lunch and snacks in an insulated lunch box with necessary eating utensils and Ice pack 

 Three complete sets of labeled clothing each day 

 At least 10 diapers per day in a labeled bag OR a package each week. 

 A container of wipes  

 Topical ointment for diaper rash if necessary 

 A sippy cup  

 Crib sized sheet and blanket for nap time for Toddlers / 2 Sheets and Sleep Sac for Infants 
 
Snack and Lunch  
Each child should bring snacks and lunch including drinks from home in a thermal lunch box with an ice pack that will last the 
entire time your child is in attendance.  Please package separately – snacks and lunch for the child’s convenience.  Please also 
provide your child with a labeled re-fillable water bottle each day.  We are very active and will encourage fluids throughout the 
day.  Suggestions for healthy lunches are sandwiches which contain protein such as meat, cheese, or tuna fish. Vegetable slices, 
raisins, fruit and milk will complement a healthy meal.  Suggestions for snacks include fruit or a raw vegetables, cheese, or 
raisins. Please do not send sweets as they are not allowed due to our nutrition guidelines and can cause an increase or change 
in a child’s behavior or ability to cope in the group situation.  We cannot allow soda or glass bottles in a child’s lunch box. 
Please make sure the director and teachers are notified of any food allergies your child may have, and you have an Individual 
Health Plan on file. 
 
Special Dietary Concerns 
Accommodations can be made for children with dietary restrictions due to food allergies or religious concerns. The Early 
Learning program will follow parental or a physician's instructions, as noted on the Individual Health Care Plan, for feeding 
children with special diets.  Peanut Free tables will be established in classrooms where children have an allergy.  
 
Any parent/guardian who may have questions or concerns about their child's nutritional needs can speak with the Center’s 
Director for ideas and resources that may include: 

 Planning healthy family meals 

 Meeting the needs for over/underweight children 

 Support and ideas for dealing with mealtime problems 
 
More Healthy Lunch Ideas  
Providing preschoolers and toddlers with a healthy lunch that is not the same everyday can be a difficult task.  Parents 
frequently look to prepared snacks, juices, etc. to help them with this time consuming task.   
 
We suggest including something from each food group such as the following items in your child’s snack or lunch: 
 
Recommended Healthy Food Choices for Children’s Lunches and Snacks 
Sandwich                           Beverage                        Fruit/Vegetables         Desserts/Snacks 
Cheese                               100% Fruit Juice          Orange slices              Crackers 
Chicken                              Milk                                Apple                            Yogurt 
Bagel/Cream Cheese             Watermelon   Wheat Thins 
Soup                                              Pear                              Muffins 
Jam/Jelly                                                                   Banana                           Jell-O 
Lean Cold Cuts                                                           Grapes (cut in ½)          Rice Cakes 
Tuna Fish                                                                     Peach                              Cheese Sticks 
Salad                   Dried Fruit                      
                                                                                     Raisins                         
                                                                                      Carrot Sticks                 
                                                                                      Celery Sticks 
 
Toys From Home 
 
Here at the center we work with the children each day on social skill development which involves sharing, taking turns, and 
working together.  In each classroom we equip the learning centers with a variety of duplicate toys.  This allows children to play 
together with less conflict as they learn these skills.  When toys from home are mixed into the classroom it presents many 
issues for the children and teachers.  Toys from home are usually very special to the child bringing them to school.  The children 
rarely want to share their toy with others resulting in conflict between children.  This in turn forces teachers to have to redirect 
children instead of focusing on the planned curriculum and activities of the day.  For these reasons we ask that all toys stay at 
home.  If your child wants to take a toy from home we need you to help us by keeping their toys in the car for your child to see 
them after school.  If you are struggling with their morning transition and using toys to ease that please see us so we can come 
up with a better method to help your child through that developmental milestone.  The prize box in the office as a reward for 
drop offs without tears works great!  We thank you for your support on this as it will make for a peaceful classroom for all.  
Lovies needed for comfort or transition are always welcome! 
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Health Care Policy 
The YMCA of the North Shore works with a health care consultant to ensure the health and safety of all program participants.  A 
copy of the full policy is available to view on the book shelf in the hallway.  All emergency telephone numbers will be posted by 
each telephone.         
 
Mild Illness and Sick Child Policy   
YMCA Early Learning Center directs its sick care policy toward balancing three concerns:  The health of children, the health of 
teachers and parent needs.   
If an illness prevents the child from participating comfortably in activities or creates a greater need for care than the teachers 
can provide we will contact you to take them home to rest.  If a child presents communicable illness symptoms such as fever, 
vomiting, rash, or lice that compromises the health and safety of other children we will contact you to take them to their 
pediatrician and/or home to rest or for treatment. 
 
The following guidelines will assist the parents in determining whether or not to keep their child home. 
 
When a child can’t attend the program: 
There are a few illnesses for which children need to be excluded from the program due to the health risk they pose for other 
children and staff.  If the child has had a contagious illness, he/she may return to child care after 24 hours on an antibiotic, 
symptom free or being evaluated by a physician and considered to pose no serious health risk to him/her or others.   
The time after beginning treatment and returning will vary depending on a specific illness and should be discussed with the 
Director. 
 
A child will be excluded from coming to the center when too ill to participate in his/her usual activities,  has head lice/nits, 
and/or has signs or symptoms of infectious disease including: 
 
1.  Skin rash      6.  Persistent, uncontrollable cough             
2.  Fever of 100.4 degrees or higher                             7.  Diarrhea    
3.  Conjunctivitis     8.  Pinworms     
4.  Vomiting      9.  Hepatitis 
5.  Measles, mumps, chicken pox, rubella   
  
In accordance with the Massachusetts Licensing Department, Early Education and Care, if a child has any of the above 
symptoms or is sent home after becoming ill at the center they must remain home symptom free for at least 24 hours before 
returning to the center. 
 
The center will notify parents should their child be exposed to a contagious illness through email and posting on the classroom 
bulletin board, in accordance with the Division of Communicable Disease Control, Department of Public Health.  

  
When Your Child Becomes Ill at the Center  
He/she is made comfortable in a location where she or he is supervised by a familiar caregiver and away from others to reduce 
their exposure to communicable diseases. The parent/guardian is called and told of the symptoms of illness and will be asked to 
pick-up their child.  For the comfort of your child we ask that you arrive as quickly as possible, with-in 30 minutes. 
  
Medication and Drug Administration Policy 

 
Medication will only be administered under the following guidelines  

 Written Consent 
Medication, will not be administered to a specified child, prescription or non-prescription, without written consent of both 
physician (medication with prescription label) AND parent/guardian.  Please bring the consents and the medicine and hand it to 
your child’s teacher or to the director.  Never tuck medicine in your child’s backpack or expect him/her to deliver it.   
 

 Physician’s Consent  
The label on a prescription medication container will be accepted as the physician’s written order, but a note from the 
physician is required for all other medications. The label must indicate that the medicine is for the specific child, specify the 
dosage to be given, the number of times it is to be administered per day, the number of days the medicine is to be taken and it 
must be dated within the period that the medicine is being administered. Medication will be administered according to the 
directions on the original container, unless the child’s licensed health care practitioner gives alternative written instruction.  
 

 Parental/Guardian Consent   
A Medication Authorization Form will be provided for the parent/guardian to fill out for the specified child. Each form must be 
completely filled out, signed and dated. No deviations in the dosages will be permitted unless by authorized written order of 
the child’s physician. 
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 Storage and Administration 
Medication is to be handed to the classroom teacher by the parent/guardian upon arrival at the center.   Both parent/guardian 
and center staff will sign the medication sheet showing agreement for the administration of medication.  Medication must be 
stored in their original containers and labeled with the child’s name, the name of the drug and the directions for its 
administration and storage.  All medications including epi-pens and inhalers are secured out of reach of children and under 
proper conditions for sanitation, preservation, security in the Classroom Teachers First Aid Back Pack.   In the event that a 
medication needs to be refrigerated, it will be kept in the Director’s Office refrigerator.    Any unused or outdated medication 
will be returned to the parent when no longer needed.  If return to the parent is not possible or practical the medication will be 
destroyed and the destruction witnessed and documented.  
 
All medications will be administered by your child’s teacher.  All Teaching staff have successfully completed the EEC on-line 
training for the safe administration of medication.    Any staff administering medication will be observed administering 
medication annually by supervisor to ensure he/she is practicing the FIVE RIGHTS: right child, right medication, right dose, right 
time, and right method with documentation.  Staff will maintain a written record of the administration of any prescription or 
non-prescription medicine to each child which will include the time and date of each administration, the dosage, the name of 
the staff member administering the medication and the name of the child.  The completed record will be made part of the 
child’s file. This does not apply to topical non-prescription medications that are not applied to open wounds, rashes, or broken 
skin. 
 
Staff shall not administer the first dose of any medication to a child except under extraordinary circumstances and with 
parental consent. 
 
 
Topical Medications 
Written parental/guardian consent (found on the Child Enrollment Forms) with criteria for administration will be accepted for 
topical medications to be applied to the skin.    Parents need to send the medication in original container labeled with the 
child’s name; medication will not be administered in a manner contrary to printed product directions without physician’s 
written consent.  
 
If the use of insect repellant has been recommended by the Department of Public Health due to a concern about insect borne 
illnesses such as EEE or West Nile Virus, then a product containing DEET should be used.  However, such products will not be 
used on infants less than two months old.    
 
Topical medications such as sunscreen, insect repellant and other ointments may be administered to children with written 
permission from parents/guardians.  (found on the Child Enrollment Forms) 
 
 
Medication Errors and Emergencies: 
 A medication error includes any failure to administer medications as prescribed for a child, including failure to administer the 
medication within appropriate time frames (defined as plus or minus a half hour from specified time), in the correct dosage, in 
accordance with accepted practice and to the correct student. 
 
If an error occurs, parents/guardians will be notified immediately.  Errors will be documented and kept within the child’s file 
and reported to EEC.  Errors will also be logged in the center’s injury log and reviewed by the Health Care Consultant.  In the 
event of an emergency resulting from a medication that threatens the well being of the child, the medical emergency 
procedures will be followed. 
 
Epi-Pen Policy 
The care of children whose existing medical condition necessitates the usage of an epi-pen must follow the Commonwealth’s 
Medication and Drug Administration Policy previously stated.  An individual Health Care Plan stating specific existing conditions 
under which to administer the epi-pen and signed by parent and physician must be provided to the program before the child 
can attend.  The Epi-Pen must be its original, prescription labeled container.   
 
Any programs with a child who may need an epi-pen will post specific directions for when to administer the epi-pen on the 
allergy and medication list.  All staff will be made aware of the need for the epi-pen.  In addition, the program will assign a staff 
member to directly monitor the child’s activities.  This staff member (classroom teacher) will be responsible to carry the epi-pen 
during all of the child’s activities in the First Aid Backpack.  In the event of an emergency the designated staff will administer the 
epi-pen and dial 911 to transport the child to the nearest medical facility.  Even if the child appears out of danger, he/she must 
be transported by ambulance to the nearest medical facility for evaluation.  
 
Parent/guardians will be called after the 911 call has been made and told where to meet their child.  An incident report will be 
completed for the parent to review and sign.  The report will be sent to EEC, a copy will be made for the parents, and one copy 
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will be placed in the child’s permanent record.  Administration of the epi-pen will be included in both the incident log and the 
medication administration log.  A new epi-pen must be provided before the child may return to the program. 
 
Dental Health            
In order to encourage and instill good oral hygiene habits our curriculum will include the topics of tooth care, tooth brushing 
procedures, causes of tooth decay, the healthy habits that keep teeth strong and learning about the dentist. 

 
Tooth brushing procedures 
Any child in the program longer than four hours or who consumes a meal at the center will brush his teeth assisted and/or 
supervised by a staff person.  Tooth brushing will be done with all children who have at least one tooth erupted. 

 Children will bring toothbrushes from home to be stored in their lunchboxes  

 Disposable toothbrushes can be purchased by parents for $30 per year and available at the center 

 Each child will be handed his toothbrush and, if toothpaste is provided, a pea size dab of toothpaste.  

 Toothpaste will not be provided by the center 

 Children will be encouraged to spend two minutes brushing teeth, tongue, and gums 

 When brushing is complete children will be encouraged to rinse the toothbrush and return it to their lunchbox  

 Surfaces in the brushing area will be sanitized after brushing is completed. 
 

PPLLAANN  FFOORR  EEVVAACCUUAATTIIOONN  AANNDD  DDRRIILLLLSS  
Site Evacuation 
Emergency plans for evacuation are posted in every room.  In the event of fire, explosion, or other similar emergency, saving 
lives is the first priority.  When there is an emergency which requires evacuation, the following steps are taken. 
 
 1. In the event of an immediate emergency to evacuate: fire, explosion, chemical spill, the staff closest to the alarm will 

sound the alarm to notify everyone in the building.  Alarms can be found in every classroom and throughout the Y 
facility. 

 
 2. Staff will lead and follow the children out of the building according the evacuation routes previously posted in each 

activity area to the designated area on the playground against the back fence.  The evacuation of children is our first 
priority (even in a drill). Teachers WILL NOT stop to get coats for children or return to the building to retrieve them 
after the evacuation.  Head counts as we exit, and a cross-check with attendance will be taken to ensure all children 
are accounted for immediately after we exit the rooms.  Staff will bring their first aid backpacks and attendance 
clipboards with parent contact information with them.  Parents will be notified by the Director and/or Teacher by 
telephone when appropriate or if children cannot return to building and must be brought to another location or 
picked up.  

 
 3. The Directors and/or Teacher will check the classrooms to make sure everyone is safely out of the building.   
 
 4.   The Directors and/or Teacher will notify the Front Desk after leaving the building.   
 
Evacuation Drills 
Evacuation drills are to be held monthly in our early learning programs and will be documented in a log with evacuation 
route/door number, length of time to evacuate, date, and effectiveness of drill. Teachers WILL NOT stop to get coats for 
children or return to the building to retrieve them after the evacuation until the drill is complete. 
 

PPllaann  FFoorr  EEmmeerrggeenncciieess  
In the event of an emergency that does not warrant immediate evacuation of the site, directors will contact administrators to 
decide if the site can remain open based upon the criteria below.  If the children have to be evacuated, parents will be notified 
as to the location of their children.  Evacuations will follow the evacuation plan.  
  
 FLOODS   

Procedure:   When notification is received from the Civil Defense or other emergency center that certain roads, bridges, 
or rivers constitute a danger or hazardous condition, it shall be the responsibility of the staff to notify the parent in the 
event of eminent or actual floor disaster. 

 
 LOSS OF WATER 

Procedure:  In the event of loss of water, potable water will be brought in or if necessary, the program will be closed and 
parents will be notified. 

 
 LOSS OF ELECTRICITY/HEAT 
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Procedure:  In the event of electrical power loss, the center will remain in operation up to half of the normal operating 
day if the following conditions exist: generator lighting is available during non-daylight hours or the room temperature 
does not drop below 65º Fahrenheit.  All Directors have a cell phone to use in the event of phone loss.   

 
Medical Emergency Procedures 
In the event of an emergency, the staff will immediately administer first aid while another person calls 911.   Parents will be 
contacted as soon as possible. If the parents cannot be reached, the emergency contact person listed in the child's records will 
be contacted.   
If time allows the child's doctor will be notified before or on route for treatment.  The Director or a staff person will accompany 
the child to the medical facility with their medical consent form. 
 
Emergencies which require transport may include, but are not limited to, excessive pain or bleeding, loss of consciousness, eye 
or head injury, broken bone, shortness of breath, abdominal pain or swelling. 
 
Field Trips Emergencies 
The following steps are taken in the event of a field trip: 

1. First-aid kits are carried by staff in their First Aid Backpack.   
2. Emergency information on all children is kept in the attendance clip board and taken on the trip.  No child will be 

allowed on a trip without parent/guardian authorization.  Parent/guardian authorization for ongoing scheduled trips 
is valid for one year unless withdrawn in writing. 

3. All children wear/carry identification that notes the name and phone number of their center. 
4. Destination of the trip (with phone number), arrival and departure times and attendance of children on trip is left at 

the center. 
5. Children are assigned to staff members who will monitor their activity at all times through head counts, buddy and 

attendance checks.   
6. Children will be monitored when using public restrooms. 
7. In the event of an emergency, the child is taken to the closest hospital and the parent/guardian and/or the 

emergency back-up person is notified.  Emergency procedures will be followed.  The child’s emergency information 
and medical consent will accompany them. 

8. The aquatics field trip procedures are to be followed when an activity involves water. 
9.   In the event of vehicle breakdown staff will call the administrator and await instructions for transportation.   

 
Field Trip Transportation 
Transportation is usually in the form of a school bus or vans when available.  Permission slips will inform parents of the trip 
detail and cost associated.  Field trip transportation may include but is not limited to walks, vans, and buses.  A cell phone will 
be available for use in case of any emergency.  If school buses are rented they will not have car seats or seat belts for safety and 
evacuation purposes. 
 

Parent/Guardian Rights: 
 
Children’s Records 
The center will maintain a written record for each child, which will include: 
1. Child Information form 
2. First Aid and Medical Authorization and Consent Form 
3. Transportation Plan and Authorized Release Form 
4. Field Trip Permission Form 
5. Release Form 
 
Maintenance of Records 
1. All records are maintained in the Director’s Office and locked at night. 
2. All records must be legible, dated and signed by the individual making the entry.  All information must be updated yearly. 
3. Any conferences, phone calls, correspondence, notes, etc. relating to a child must be written up and filed under 

appropriate heading. 
4. Records are retained for a period of at least five years after the child has left the program unless the record has been 

transferred to the parent. 
 
Confidentiality and Distribution of Records  
As noted by the Massachusetts Department of Early Education and Childcare, 7.05 (19):  Information in a child’s record is 
confidential and will not be released without the written consent from the parent/guardian.  A parent/guardian may have 
access to his/her child’s files at reasonable times. 
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The YMCA of the North Shore Early Learning employees are expected to respect the rights of all children and parents we serve.  
It is the YMCA policy to keep documentation of all events, situations, and or discussions we have with our families.  This 
documentation is confidential and is not to be shared written or orally with anyone. 
1. A parent shall, upon request, have access to his child’s records at any time. 
2. A permanent written log will be maintained in each child’s record indicating any persons to whom information has been 

released. 
3. All records, whole or in part, must be signed out dated and entered in log. 
 
 
 
Charge for Copies 
The program will not charge parents for copies of their children’s records. 
 
Amending the Child’s Record and Transfer of Records 
A child’s parent has the right to add information, comments, data, or other relevant materials to the child’s record.  The parent 
also has the right to request deletion or amendment of any information contained in that record.  Such requests must be made 
in accordance with the following procedures: 
 
1. A conference with the director is requested to make amendment request known. 
2. Within one week after the conference, the parent will receive in writing, a decision and the reasons for the decision.  If the 

decision is in the parent’s favor, the record will be changed immediately. 
3. Upon written request of the parent(s) the YMCA will transfer the child’s record to the parent(s) or any other person the 

parent identifies when the child no longer is in care. 
 
Availability of Information to the Department of Early Education and Care 
The YMCA will make available to the Massachusetts Department of Early Education and Childcare any information required to 
be kept and maintained under the previous regulations and any other information reasonably related to these requirements.  
Authorized employees of EEC shall not remove identifying case material from the program’s premises, and shall maintain the 
confidentiality of the individual’s record. 
 
Parent/Guardian Visits 
The YMCA’s many years of experience with parent-child and family programs has proven that shared experiences between 
children and parents at a very young age build a foundation for positive relationships and communication in the years to come.  
Parental involvement in child care programs helps build the bond between parent and child. 
Parents/legal guardians are welcome in our classrooms at any time, and an appointment is never required.  Support such as 
parent trainings and referral networks are offered and activities that involve total family participation are planned. 
We welcome parents to volunteer in a classroom or chaperone on a trip.  Please speak to your classroom teacher if you’d like to 
schedule a time to come in and help.  Parent volunteers will be supervised by a staff person as at times in the center. 
 
Parent/Guardian Input   
The Directors of the program welcome clear communication with all families so that they can meet the needs of children at all 
time.  You are always encouraged to offer ideas or suggestions to the Directors.  If the idea can be implemented in accordance 
with EEC Regulations, classroom management and center operation every attempt will be made to research the 
implementation of the idea.  
 
Parent Conferences/Reports 
Teachers monitor children’s development over a period of time in the classroom.  After careful observation and documentation 
of development teachers will bring any special problems or significant developmental “red flags” to the attention of the 
Director and in turn the Director will observe and develop a referral plan to discuss with parents.    We ask parents to inform 
the staff of any developments with or surrounding your child so that we can be aware of any behavior changes as a result.  Your 
child's progress will be monitored and you will receive an assessment report three times per school year (4 times for Infants).  
Parent/Teacher conferences are available to discuss these reports.  Parents are also encouraged to request meetings to discuss 
any concern or question that may arise at any time.   
 
Parent Communication     
In order to best care for your child, on going communication is imperative.  In all YMCA early learning programs, parental 
communication is achieved by an "OPEN DOOR" policy.  There is never any attempt to exclude parents from the program; you 
are welcome at all times that your child is in session, without an appointment. 
 
In addition to daily contact at morning arrival and at pick up each day, parent communication boards are found in central 
locations at each site.  These display recent monthly newsletters, calendars, upcoming field trip announcements and special 
events.  The Directors also send home notices via the children’s mailboxes and your email address.  This allows us to quickly 
send newsletter, updates, upcoming events etc. to the classroom distribution.  Teacher will also make use of other 
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communication aides such as daily sheets, white boards, bulletin boards, weekly curriculum plans, parent-teacher conferences, 
and written child assessments.   
 
Opportunities for parent involvement are numerous.  Our child care programs welcome parents to volunteer as classroom 
aides, chaperone on field trips, to come read a story, share a special interest or craft, share special ethnic or family traditions, 
eat lunch with your child or just to observe.  Speak with your child's teacher or the director to make arrangements.  Other 
opportunities for involvement include helping with fund raising events throughout the year.  The list is endless!  If you have a 
special skill or talent, please don't hesitate to ask how you can be of assistance.  We have an active Parent Committee that 
meets monthly to plan social events, center events and fundraising activities.   If you do want to volunteer in the center you will 
be required to complete the above mentioned back ground checks.  This is for the safety of all children we serve. 
 
All YMCA Early Learning programs encourage parents and guardians to complete a general program evaluation, twice per year, 
in order for the YMCA to assess the quality and content of our services. 
 
If you have a problem that is not solved by the teachers, please contact the Early Education Director.  Should you need further 
assistance, you are welcome to contact the Executive Director or Associate Executive Director of the YMCA branch.  
 
Children with Special Needs  - Referral Plan 
Child Care employees with direct care positions will have responsibility for observation and documentation of any concerns of a 
child.  These include but are not limited to: educational delays, vision, gross motor, emotional, hearing, economical, physical, 
speech, behavior, dental, fine motor, or social. 
 
When teaching staff have a concern about a child’s developmental progress in any domain: cognitive, social, emotional, fine or 
large motor, a first step is to present concerns to the center director.  Concerns may arise based on teacher observations, or 
child and/or parent statements.  The teacher(s) and director and other program staff as appropriate will review the teacher’s 
documentation and the child’s file and take steps to determine if there are alternative approaches and strategies that should be 
instituted in the classroom.  Should these alternate approaches fail to address the concern, a discussion with parents shall be 
arranged.  
 
The YMCA of the North Shore will refer parents to appropriate social, mental health, educational, and medical services for their 
child should the child care staff feel that an assessment for such additional services would benefit the child. 
 
The Child Care Director/Child Care Case Manager will maintain a list of current referral sources in the community for children in 
need of social services.  This list will include the contact person for Chapter 766 and Early Intervention Programs referrals and is 
available upon request.  
 
Referring to Community Resources 
Parents are encouraged to talk to staff about any concerns they may have about their child.  Parents are provided with 
information about typical development.  The director or designated staff person may contact a parent if he/she has concern(s) 
regarding a child.  The director, teacher and parent will arrange a time to meet to discuss the concern and review the evidence 
collected.  The parent will be provided with a written report summarizing any observations related to the concern and will be 
briefed on  staff efforts that have been made to accommodate the child's need. 
 
If it is determined at the parent /staff meeting that among the group we do not have the resources to provide the child with the 
service he needs, parents and staff shall work together to secure services from available community resources. 
 
The director will offer assistance to the child's parent in making a referral.  Parents will be encouraged to call for or request in 
writing an evaluation for their child from appropriate agencies.  The director may, if the parent provides written permission, 
contact an agency to begin the referral process. The parent may also give permission, in writing, for the center staff and service 
agency to share information on an ongoing basis.   The Center Director may write the request letter for the parent to sign. 
 
 
Follow up 

 The director and parent will work cooperatively to monitor progress in the referral and assessment process, 
monitoring SPED timelines, calling for results when necessary, and making sure appointments are kept.   

 If it is determined that the child does not need or is ineligible to receive services, the staff will continue to review the 
child's progress every three months  to determine if another referral is appropriate.  A strengths based approach will 
continue to be used.  Parents and teacher will establish goals for the child and a plan to attain them.   

 A parent has the right to appeal a LEA decision that a child does not need services.  A parent also has the right to 
secure an independent educational evaluation which is done by a qualified professional not employed by the school 
system.  The LEA may pay for some or all of the cost of the Independent Education Evaluation if the family is income 
eligible. 
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 If it is determined that the child should receive services, the YMCA staff will familiarize themselves with the IEP/IFSP 
and plan curriculum designed to help the child reach the stated goals. 

 When a child receives services parents will be encouraged to invite service providers to conferences and other 
parent/staff meetings so that the service provider can become a part of our team planning next steps for the child.  
Additionally, YMCA staff will attend meetings if the parent chooses to invite them.  

 Written records of referrals, including the initial referral meeting, observations, and contacts with service providers 
will be maintained in the child's file at the center by the teacher or other staff person designated by the director.   

 
Making Sure the Program Can Meet the Needs of a Child 
As a child with a special need enrolls in our center, parent and center director will collaborate to make sure the needs of the 
child can be met in the center environment.  In making this determination, the center director may ask the parent for written 
permission to speak with or obtain written records from the child’s service providers such as Early Intervention, LEA, a physician 
or therapists.   Accommodations such as staff training, furniture arrangement, or the creation of an individual health plan may 
be made.  Accommodation plans will be put in writing.  If the accommodations a child needs would cause an undue burden the 
center or is unable to meet the needs of the child the center may need to decline to accept the child.  The center will notify the 
parent in writing of such a decision.  The parent will be informed that s/he may request an EEC review of the program’s 
decision.  The parents will be provided with a list of other child care options.   
 
Unauthorized Activities 
YMCA programs do not permit children to participate in any activities unrelated to the direct care of the children without the 
written, informed consent of parent(s) or guardian(s).  Unauthorized activities are defined as, but are not limited to fundraising 
and publicity, including photographs and participation in mass media. 
 
Observation, Research, and Experimentation 
All YMCA early learning programs do not conduct research, observation or new programs involving children without written, 
informed consent of the parent of each child involved in each occurrence.   
 
YMCA child care programs do allow at appropriate times, high school/college students to observe children as a part of his/her 
course requirements.  During these observations, there is no interaction between the observer and the child and no 
identification of the group or individual child occurs.  Observation is also used as a tool to assess a child’s behavioral/social 
development in the program and to help staff determine the best teaching approaches for a particular child.  Observation for 
this type of issue is conducted by the YMCA Counselor/Case Worker or Behavior Specialist upon request from the child’s 
teacher.  Parents will be informed of the observation and provide consent in writing prior to its occurrence. 
 
Child Guidance Plan 
Keeping every child safe, happy and engaged is our primary goal.  We seek to help children become confident and independent, 
to learn the give and take of social situations and to be part of a large group.  That work starts with making sure each child feels 
safe and welcome in our environment and feels good about him/her.   We work on self help skills and problem solving skills, 
including peaceful conflict resolution.  As within the framework of a family, children in our program are coached to work out 
difficulties with peers, and to handle frustrations in socially acceptable ways.  Educators set the stage as children begin in the 
program by explaining that he/she works to keep everyone safe.   Expectations are made clear that we use words to express 
anger or act it out in safe ways.   It is the role of the care giver to teach these skills and to act as the facilitator in guiding 
children to cope with angry feelings.   
 
Educators shall define and encourage positive behavior for the children through discussion and demonstration in large and 
small group settings and with individual children as situations warrant. Educators shall create opportunities for children to 
practice the desired behaviors, and praise those behaviors whenever they are observed.  Children shall be recognized for 
positive contributions to the group.  Behavior which is co-operative and supportive shall be praised and pointed out to the 
group as a whole. 
 
Our program spaces are arranged to encourage active learning and independence.  The daily schedule offers both group and 
independent activities and time to relax.  It is kept consistent so the children know what to expect. Transitions are announced 
ahead of time.   Children shall be offered activities designed according to their interests and which direct their energies into 
constructive pro-social endeavors.  Educators shall be observant and aware of the direction which children’s impulses are taking 
them and redirect or coach the child’s handling of disagreements.   

 
When unsafe or harmful behavior is exhibited by a child, the educator will guide the child away from the group if safety 
warrants.  The educator will help the child calm down and will discuss the incident focusing on how the child felt and how 
he/she can better handle those feelings in the future.  Educators will model calm behavior and problem solving and shall not 
argue, threaten, or berate the child for his/her behavior.   
 
Parents will be made aware of concerns about behavior by the staff only after we have reviewed the environment, time of day, 
made adjustments that may help change the behavior and a pattern begins to form.  WE will document these behaviors as we 
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observe the child and will contact the parent to discuss the pattern emerging to develop a consistent plan at home and at 
school to help the child be more successful.   
 
When Behavior Concerns Arise 
Sometimes, despite educator interventions, a pattern of behavior is noted which threatens the emotional or physical safety of a 
child or his classmates. In that case, staff will address the concern with parents and create a proactive plan to help the child.  
Addressing the concern must include the following steps. 

 Observe child 
o Note circumstances when behavior occurs 

   Who s/he is with 
   Time of day 
   Area in which problem occurs 
   Activity he is involved  

 Consider all aspects of child’s life 
o Changes in the home or at school, dealing with loss, new people joining the family, the absence of a familiar 

educator, witnessing or being a part of upsetting events, or not having consistent limits and schedules  
would all potentially impact a child’s ability to cope with program space rules and routines.   

 Staff and Directors will discuss an emerging pattern of behavior that may need attention so the child is set up for 
success in the classroom.  The team will meet with parents to share observations and knowledge of the emerging 
behavior so the center and parents can work together to help.   

 Children are most at ease when staff and parents support each other’s rules and limits.  Even if school rules are 
different from the rules at home, parents can reinforce the thought that school rules need to be followed.   

 Focusing on a specific behavior, parents and staff will prepare a clear message for the child that includes an action 
message describing the behavior desired.   

 Consequences for not following the expectations are also to be made clear.  Rewards for meeting expectations may 
be considered to change the focus from the negative behavior to a positive behavior.  The goal is to focus on ways 
to create a feeling of pride or accomplishment in the child.  Behavioral changes are long lasting when the behavior 
results in the child feeling good about him.  

 Consider whether changes to the environment would be helpful.  Accommodations may be changes to the room 
arrangement, more individual attention for the child, a shorter day or a shorter week.  If time is required to make 
the necessary accommodations, it may be necessary to have the child stay out of the program until the 
accommodations are in place.   

 If staff and/or parents feel that existing resources are inadequate to meet the child’s needs, accessing additional 
support services will be explored including, but not limited to any of the following:   

o Mental Health Agency  
o DCF to request support for family,  
o Public Schools for evaluation for special education needs  
o Child Care resource and referral agency for information on other placements 
o EEC funding source for information on flex pool funds for children with disabilities or a mental health 

diagnosis. 
 
 
 
Dealing with Dangerous Behaviors 
When a child loses control, staff use what they know about the child’s temperament, habits, and the circumstances of the day 
to help him calm and regain control.  The educator must always act in the interest of all the children in the program.  If a child 
behaves in a way that places himself or others in harm’s way, the educator may remove the child from the dangerous situation.  
The educator may only supportively hold a child long enough to remove him from the danger.   

 
If the behavior threatens or causes injury to the child, another child and/or staff person, parents and program staff must discuss 
whether this is an appropriate placement for the child. Some indicators that continued attendance in the program may be ill 
advised are:  

 The child’s behavior is so intense that it is likely the child will be isolated and ostracized by other children if it 
continues.   

 There is a serious possibility of harm to the child, other children, or staff and it has become extremely difficult for this 
child and or other children to learn and grow in the program.   

 The child’s behavior consumes much of the staffs’ time and energy.  
 

 
Exclusion from the program 
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If, despite every effort of accommodation and individualization for the child, concerns for safety or education continue, the 
parents and/or the center director may conclude that this program is not an appropriate setting for the child.  In that 
situation, program staff will help the parents find an alternative placement.  

 

Exclusion from the program due to parent behavior 
If a parent begins to exhibit a pattern of behavior that is disrespectful to teachers, the Directors or other children the 
director will meet to discuss the behavior and come up with a plan for it to discontinue.  If the behavior continues the family 
will be asked to leave the center.  The family will be given a two week notice to find alternative care.    
 
In keeping with the Massachusetts Department of Early Education and Care’s regulations, we strictly prohibit: 
Spanking or other corporal punishment of children Subjecting children to cruel or severe punishment such as humiliation, 
verbal or physical abuse, neglect, or abusive treatment including any type of physical hitting inflected in any manner upon the 
body, shaking, threats, or derogatory remarks; Depriving children of outdoor time, meals, or snacks; force feeding children or 
otherwise making them eat against their will, or in any way using food as a consequence; Disciplining a child for soiling, wetting 
or not using the toilet, or using any other unusual or excessive practices for toileting; Confining a child to a swing, high chair, 
crib, playpen or any other piece of equipment for an extended period of time in lieu of supervision; and Excessive time-out.  
Time-out may not exceed one minute for each year of the child’s age and must take place within an educator’s view. 
 
Plan for Prevention of Abuse and Neglect 
 
All YMCA staff are trained on signs of child abuse and the method of reporting such observations.  All staff are state mandated 
reporters.  The following explains what child abuse/neglect can be, why parents are potential abusers, possible causes of abuse, 
and who should be contacted.   

 
All reporting procedures in this policy will be followed.  Failure to report a suspected abuse/neglect situation could result not 
only in a dangerous situation for the child, but also potential termination of employment of the staff person(s).   
Reporting Procedures: 
 
When a case of possible abuse/neglect is suspected, regardless of where that abuse/neglect may have taken place, the 
Executive Director of Child Care Services, the approved staff person to review each incident, or her designee, will complete a 
review within 24 hours.  The Executive Director of Child Care Services will immediately notify the Protective Unit of the 
Department of Children and Families regarding any suspected child abuse. EEC will be notified immediately whenever a 51A is 
filed.  Program staff will be made aware of the suspected abuse/neglect on a need to know basis only. 

 
In the event the reported incident or suspicion involves an employed staff person or volunteer, these steps will be taken within 

24 hours: 

 The Program Director and/or the Local Executive will contact the staff member or volunteer concerning suspicions 
and will suspend that individual from all duties until all allegations have been cleared or substantiated.  Suspension of 
employed staff will be without pay. 

 The CEO’s designee is assigned as the approved staff person to review each incident within 24 hours and to 
immediately notify the Protective Unit of the Department of Children and Families regarding any suspected child 
abuse.  In the case that the staff person is employed in an EEC licensed program, EEC will be contacted immediately 
following DCF. 

 In the case that allegations have been cleared by both DCF and EEC, the employee may return to work in a position 
that does not allow any direct contact, monitored or unmonitored, with children.  The employee will be allowed to 
return to work in the EEC licensed program only after the investigation has been closed by EEC. 

 In the case that allegations are substantiated, the situation will be reviewed with the Local Executive, CFO, CEO, 
Director of Staff Development and the Executive Director of Child Care Services and the employee may be 
terminated. 

 Staff and volunteers may not contact children or parents involved in an alleged child abuse/neglect incident without 
permission of the Local Executive. 
 

 
 
Substance Abuse Policy 
The YMCA of the North Shore Child Care Programs reserve the right to determine whether or not an authorized person is 
competent to take a child home or receive a child at home without placing the child at risk.  In the rare event that an authorized 
person arrives under the influence of alcohol or any other illegal substances, either at a YMCA child care facility or at the YMCA 
van, the following procedures have been established: 
 
Director will: 
1. Suggest to the authorized person that another authorized person on the contact list be called. 
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2. Suggest to the authorized person that a YMCA van or taxi cab be used to transport the family home or to another safe 
location. 

 
If the authorized person becomes belligerent or aggressive, the director or other staff person must consider the possibility of 
injury to the child, the other children, the staff, and other consumers of YMCA services and by state law will be required to: 
1. Call the police at 911. 
2. Otherwise prevent the authorized person from taking the child until the police have arrived. 
3. Child will be removed from the authorized person's presence until the police have arrived. 
 
The intent of this policy is not to embarrass, humiliate, or harass authorized persons.  Its sole purpose is to protect your child 
whom you have entrusted to our care.  The YMCA of the North Shore Child Care programs reserve the right to deny access to 
program services to persons who abuse this policy, 
 
All parents/guardians will be required to sign this policy as a part of the registration process.  It is also the responsibility of the 
parent to inform any and all authorized persons, whom may transport their child, of this STRICT policy. 
 

YYMMCCAA  PPaarrttnneerrsshhiipp  
The YMCA works hard to establish a partnership between the staff in our programs and each parent/guardian.  Your willingness 
to communicate and share your honest feedback is critical to your child’s experience as well as the success of our program to 
meet community needs.  We encourage you to share your thoughts with us at any time.  Thank you for choosing the YMCA as 
the provider for your family’s Early Education needs.     
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