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Mission Statement
“It is our mission, through a holistic approach, to inspire and prepare our youth 

to demonstrate excellence and integrity as life-long learners.”
Vision Statement

To offer a contemporary, engaging, nurturing and educational experience, that stimulates the intellect and natural ability of each student to produce exemplary role models.

Caring and Sharing Junior Academy Center
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The Caring and Sharing Junior Academy Center is committed to providing your youth with the highest quality of care, emotional and moral support, instruction, and fun. Our qualified staff work with the youth to develop their social, emotional, physical, and cognitive abilities with an emphasis on respect for self, others and property.

The Junior Academy Center is licensed by the New York State Office of Children and Family Services. We are in compliance with all regulations concerning the building, staffing, training, nutrition, health, curriculum, and other standards of excellence as set forth by this agency.

Additionally, the Director and Staff conduct a yearly “self-assessment” to evaluate the program and services offered, and to determine where we can improve to meet the changing needs of today’s conventional and non-conventional families. 
You can be assured that your youth will receive the very best care and development opportunities possible!

Caring and Sharing Junior Academy Center

From the Program Director’s Desk
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Dear Parent/Guardian,

Welcome to the Caring and Sharing Junior Academy Center. 

Our Executive Director, Mrs. Kimberly Roberson, started her child care business in 1999, to provide quality, reliable child care for her own children.  Her goals were to provide a positive, safe, nurturing environment to all of the children in her care. Soon she was able to expand by adding another site.  She consolidated those sites into the Caring and Sharing Child Care Center, located on the first floor of our current location. 

As we looked at the number of school-age youth on the street daily, we realized that when youth age-out of the child care program, many of them have little to do except spend time home alone while parents/guardians are yet working.  They may be with older siblings or extended family members, or perhaps outside the home in unsafe environments.  As an alternative, we have implemented a program which will allow school-age youth to come to the Center before and after school, and engage in a caring, stimulating and nurturing environment with programming to enrich their educational experience.  This program has been named the Junior Academy Center.  Located on the second floor of the Child Care Center, it provides these youngsters with a world of their own.  Here, they will engage in fun learning that will impact their life choices for years to come. 

Through this program, conducted by qualified teachers and assistants, your youth will learn life skills, job readiness skills, improved social skills, receive exposure to the world of work, learn about creating and running a business, and much more. We want to impact your youth’s life by modeling love, character and integrity. Activities will include both youth-initiated and teacher directed activities, training them properly to become secure, happy, healthy adults prepared for success and achievement. We believe they need guidance in developing their greatest potential, and quality, reliable programming in order to continue their development.

We also believe youth need to be respected and learn to respect others. With our structured program, positive communication guidelines, and demonstrating expected behaviors, we know they will become confident, independent, have a healthy sense of self esteem and develop the quality of character you desire for them. 

Coordination and communication between the home and the Center staff will benefit the most important person, your youth.  Since you are an integral part of your youth’s development, there will be opportunities for you to share in your youth’s adventure with us, as well.  As we endeavor to also meet your needs as parents/guardians, we welcome your suggestions and areas of need or interest.  Your ideas will be integrated into the program so that you, too, may be enriched right along with your youth.  

We look forward to partnering with you in the continued development of your son/daughter.

Sincerely,

_____________________________________

Kimberly Roberson, Executive Director

Caring and Sharing Junior Academy Center
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OPEN DOOR

Caring and Sharing Junior Academy Center provides quality care to all families without discrimination.  We value the trust you place in us when you enroll your youth in our program.  We commit ourselves daily to providing the best care to your youth with a secure, comfortable and a happy home-away-from home setting. We strive to create a caring, learning environment in which your youth will thrive and allow you to have peace of mind when your youth is with us. Above all, we endeavor to be partners with you in the care and development of your youth. 
You are invited to visit during center hours to share your youth’s enrichment.  You are also welcome to participate in the daily and specially-planned activities as often as possible. The Center invites parents/guardians to share their professions, hobbies, etc. with your youth’s. 
GENERAL ELIGIBILITY

School-age youth and juniors in this program must be between the ages of 10 and 16 years of age and in good general health as verified by a physician’s statement. The Center offers this program both before and after school, during school breaks and summer vacation.  Applicants are enrolled on a first-come, first-served basis.  We do not discriminate on the basis of disability, race, color, religion, gender or national origin.  However, priority enrollment will be given to youth who have been a part of Caring and Sharing Youth Care.

WAITING LISTS

Just as in the Child Care Center, we will maintain a waiting list with a paid registration. Admission will be based on the date of the application and available space.  As openings occur, families will be contacted in the order of their position on the waiting list.  Before new families are accepted, priority will be given to youth who have aged-out of Caring and Sharing Child Care Center. This also applies to siblings who have not yet enrolled.
REGISTRATION

A registration fee of $25.00 is required with your signed tuition contract. This non-refundable fee will be used toward the purchase of supplies and the cost of special activities for your youth. Your youth cannot begin programming at the Center until all registration forms, a signed tuition contract, emergency release form, pick-up authorization form, general information form, immunization record and blue registration card, photo release, commitment contract and a copy of your child’s most recent report card have been submitted.

Caring and Sharing Junior Academy Center
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TUITION

Payments can be made on a weekly or biweekly, and monthly basis. However, if you choose to make payment on a weekly or biweekly basis, payment is due on Friday following program participation. A late fee of $15.00 will be charged on the following Monday for payment not paid at the end of the week that service was provided.

Youth in the center hold a time slot, and your youth’s time slot is 6:30am-9:00am and 1:00pm-7:00pm.  School recess hours convert to a 9 hour time slot.  Any time (before or after) your youth is provided care is consider additional, and a fee will be charge. Regularly contracted tuition is due and must be paid in full-week increments.
Full payment is expected whether or not your youth attends the program in order to preserve your time slot. In effort to provide quality care these policies and procedures are subject to change, when this happens all parents/guardians will be notified in writing. In order to assure that we can provide the services that youth are entitled to, it is essential that the Center is stable. The Center salaries and overhead expenses are not reduced because of “Absentee Losses” in income. Each youth holds a paid tuition slot in this program.

TUITION RATES

	School-age 10-12 years
	School-age 13-14 years
	School-age 15-16 years

	$195 per week full time
 $125 per week part time
$38.00 daily rate
	$150.00 per week full time

       $125 per week part time

$30.00 daily rate
	$125 per week full time

  $100 per week part time

$25.00 daily rate


The full time schedule is based on a 6-8 hour day, whereas the part time schedule is based on a half day; 4 hours or less.

DEPARTMENT OF SOCIAL SERVICES:  The following information only pertains to families who will be receiving assistance for expenses through the Department of Social Services.
Before a youth is allowed to begin the program, Caring and Sharing must have a Notice of Decisions on file from your Caseworker. If your youth will be absent from the Center more than two days, it is your responsibility to notify your Caseworker, as Social Services does not allow payment for absences.  Parents/Guardians are therefore responsible for absent rate fees.  Excessive absences will result in the closing of a case by the Caseworker.

In cases where the Department of Social Services subsidizes only a portion of the weekly program rate, parents/guardians are responsible for any balance due that is indicated on your Notice of Decisions. Payment is due on the Friday before care and is subject to the same late fee charges, and other policies that are explained in the fee section. It is the responsibility of the parent(s)/guardian(s) to contact their Caseworker at least two weeks before the expiration date of their Notice of Decisions, if you wish to have your youth remain in the program.  Failure to re-certify a youth’s Notice of Decisions will result in termination unless private pay arrangements can be made.

Caring and Sharing Junior Academy Center
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COURT ORDERS

The Center must have a copy of any court order on file, which may be relevant to parental rights, responsibilities, and/or parental custody.

HOURS OF OPERATION

School Session Hours: (AM Before-School) 6:30-9:00 am (PM After-School) 1:00-7:00 pm 


School Recess (RCSD Schedule) Hours: 7:30 am to 6:00 pm

Summer Enrichment Program Hours: 7:00 am to 6:00 pm
Please remember to sign your youth in on the sign-in sheet posted at the Reception Desk. If your youth has had an unusual day, please notify the staff so that we may be sensitive to your youth’s unusual circumstances or needs.

DEPARTURE
During the registration process, parents/guardians will be asked to identify those who will be authorized to pick up their youth. YOUTH WILL ONLY BE RELEASED TO AUTHORIZED INDIVIDUALS. If you have authorized another individual to pick your youth up, verbal or written advance notification will be required.  If we do not have such notification, the individual will not be allowed to leave with your youth. NO EXCEPTIONS WILL BE MADE!!!!  A photo ID will be required of the authorized individual. Please be aware that individuals who are unfamiliar to the Center staff will be asked for identification. This policy will be strictly enforced to ensure the safety of your youth.

LATE PICK-UP: 
We close promptly at 7:00 p.m. If you arrive to pick up your youth past that time, a late fee of $15 will be assessed for the first 15 minutes, and $1 per minute thereafter.  Please notify the Center when you plan to be late so that we can adequately plan for staffing.

HOLIDAYS

The Center will be closed BUT PAID for the observance of the following holidays:

· New Year’s Day

· Memorial Day

· Independence Day

· Labor Day

· Thanksgiving Day

· The Friday after Thanksgiving Day

· Christmas

Caring and Sharing Junior Academy Center
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EMERGENCY CLOSINGS

We make every attempt to remain open; however, if the Center must close due to a severe weather emergency, we will make an announcement on WHEC Channel 10 NBC television. If you are unsure whether the Center will be open, please call before bringing your youth.

PROGRAM DESCRIPTION

Youth are grouped according to age and are supervised by qualified staff (as required by New York State Office of Children and Family Services). Each youth will follow a basic schedule of the day’s activities. 
Our objective is to encourage social, emotional, cognitive, language and physical development through varied daily activities. In addition, periodic field studies may be scheduled to supplement learning activities. In such cases, parents will be notified of any additional cost and will be asked to sign a permission statement prior to the event.

COMMUNICATION

At least once a year during the program, your youth’s teacher will meet with you to formally discuss your youth’s growth in the program. However, informal communications with the assigned teacher when you pick up or drop off your youth is encouraged.  If you desire a daily communication sheet, this can be arranged with your youth’s teacher.
DISCIPLINE

Youth are important human beings and will always be treated with respect and dignity while at the Center.  We strive to provide youth with an atmosphere that fosters values such as learning right from wrong, respect for others, respect for possessions, appropriate ways to display emotions, and an eagerness to try new things and make mistakes. A combination of factors such as these, are all part of assisting a youth in developing a good self-concept and self-confidence. 
Youth enrolled in the Center will be asked to follow Center rules. These rules include: 
· raising their hand to talk in a group

· using appropriate language

· appropriate table manners

· respecting others

· listening to each other

· using hands to help rather than hurt each other

· caring about each other’s feelings

· being responsible for what they say and do

Caring and Sharing Junior Academy Center
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The staff is expected to:

· serve as role models for the youth in their interactions with staff and other youth
· intervene and discuss situations that arise, modeling appropriate behaviors

· develop a solution of compromise, including apologies, if necessary
Repeated occurrences that are not resolved through discussion may result in a conference with the parent/guardian and the youth.

GUIDELINES FOR BEHAVIOR

It is our belief that correction should be used only to redirect adverse behavior and to teach respect for self, others, and materials. Appropriate behavior requires a consistent team effort from all, including parents/guardians, teachers, and peers.
If a youth’s behavior is continually disruptive to the group, the teacher will consult with the parents/guardians and suggest special guidance resources, as well as ways to work together to achieve behavior modification. If all efforts to redirect negative behavior into positive behavior fail, and/or a youth represents a physical or emotional threat to self or others, he/she will be removed from the group setting, and a notice of adverse action may be issued to parents/guardians. A notice of termination may follow this notice until it is deemed appropriate to re-admit the youth. If a youth presents an immediate physical or emotional threat to self or others, the youth can be subject to immediate suspension or termination, as deemed appropriate in the situation by the Center Director.

YOUTH ABUSE

All youth care workers are required by law to mandated reports if they suspect that a youth is being abused or maltreated. Our Center will adhere to this policy and report any suspected cases of abuse and maltreatment of a youth in our care. All of our employees are prescreened and cleared through the New York State Central Register of Youth Abuse and Maltreatment.
Any abuse or maltreatment of a youth is prohibited. The Center is a NYS Licensed center that is conducted in accordance with The New York State Office of Youth and Family Services regulations and procedures. 
The Center operates on a capacity basis, and the NYS Office of Youth and Family Services monitors the Center. This means that they will make announced or unannounced visits to the site. In accordance with the provision of New York State Office of Youth and Family Services, a youth care provider must report any suspected incidents of youth abuse or maltreatment concerning a youth receiving care at the Center to the Statewide Central Register of Youth Abuse and Maltreatment. That means all youth care professionals/teachers will report any suspicious mistreatment, neglect, unexplained marks, bruises, and unusual behavior.

Caring and Sharing Junior Academy Center
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MEALS
All food served at the Center is prepared by staff and a catering service.  Meals are youth friendly, prepared and served in a home-style manner. Our staff works closely with CACFP Food Program to make sure that the individual nutritional needs are met. The service is available to consult with individual parents/guardians on food related matters, if necessary. A meat component of (Chicken, Beef, Turkey, or Fish) is served daily at lunch and dinner. A bread component and milk is served with breakfast, lunch, snack and dinner. Fruit or fruit juice and vegetables are served with breakfast, lunch, dinner, and on occasion, with snack. Youth are encouraged to try what is being served, but not forced to eat their meal. 
All allergies or dietary restrictions should be discussed with the Program Director at the time of registration.

We enjoy celebrating birthdays and holidays. If you would like to contribute on these occasions, please consider helping your youth celebrate with healthy store bought treats. Snacks with excessive sugar are not encouraged. However, all special snacks must be cleared with the Program Director. Please do not send your youth with candy and cookies to eat in the morning.
ALLERGIES

Upon enrollment, a Youth Medical Statement form must be completed and signed by the youth's health care provider and parent/guardian. Any known allergies must be noted, along with recommended treatment. This form must be updated regularly or annually, as needed. Each youth with a food or other allergy must have a special care plan prepared by the youth’s parent/guardian and health care provider to include:
· written instruction regarding the food or items to which the youth is allergic and steps that need to be taken to avoid that food or item.

· a detailed plan to be implemented in the event of an allergic reaction, including names, dosages, and methods of administration of medications the youth should receive in the event of a reaction. 

The appropriate medication forms must be completed and on file at the Center. The plan must include specific symptoms that would indicate the need to administer one or more medications.

Parents/guardians and health care providers of youth with allergies must review the Center’s rotating menus. Parents/guardians and health care providers must notate and sign off on copies of the menus noting any necessary substitutions.

Caring and Sharing Junior Academy Center
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ILLNESS

A youth who becomes “actively ill” during the day will be cared for until a parent/guardian or other authorized individual can come and pick him/her up. Please notify the Center in the morning if your youth will be out ill for the day.

Youth will receive a daily health check by either the teacher or teacher’s assistant. Notes will be taken of the youth’s overall appearance and demeanor. Youth who become ill may not remain at the Center, and youth who are sick may not come to the program. It is our intention to help prevent the spread of infection and illness to other participants. If staff become aware of a condition involving a youth who may be contagious or unhealthy to other participants, it will be brought to the parent’s/guardian’s attention, and the youth must be taken home until he/she is symptom free for at least 24 hours, or a signed statement from the doctor releasing them to return to the program is presented.
Guidelines for “actively ill”:
· temperature of 101

· severe cold with profuse yellow or green drainage

· diarrhea (2 or more in a day)

· vomiting

· any undiagnosed rash

· infections and infestations (conjunctivitis, head lice, scabies, strep throat, rosella, etc.)

· communicable diseases (chicken pox, mumps, measles, etc)

Guidelines for returning to the center:
· fever must be normal for 24 hours

· no vomiting for 24 hours

· diarrhea free for 24 hours

· all chicken pox have scabs

· after treatment of lice infestation and all nits have been removed

· have a doctor’s note with permission to return to the Center

When infectious diseases are present in the Center, all families will be notified by a notice posted on the main entrance bulletin board and in the youth’s folder.

There is a Nurse Practitioner contracted to be on site one day per week to maintain all medical forms and medical procedures.

Caring and Sharing Junior Academy Center
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MEDICATION

Policy: Prescription Medication should be given at home by the Parent/Guardian. If medication and/or non-prescription medications are given by the MAT certified staff, all medications must be in their original container showing the recommended dosage and frequency, and the youth’s name on the label. The Center must have a written prescription from the doctor to administer any medication and non-prescription drugs. The parent/guardian is required to sign a consent form allowing MAT certified staff to administer the medication and non-prescription drug.  The consent forms will be kept in the youth’s folder. 
All doses administered will be recorded on the medication consent log form. The Center may administer over-the-counter topical ointments upon the written instructions of the parent/guardian.

INCIDENT REPORTS * BUMPS AND BRUISES * MEDICAL EMERGENCIES
If your youth receives a minor injury while in the care of the Center (a trip, fall or cut: situations that are not emergencies), first aid will be applied. An incident report will be completed by the teacher, 

and you will be asked to sign the form.  You will receive a copy of the Incident Report, describing  how the incident happened and the action taken by the teacher or MAT trained staff person. 
In the event of an emergency or accident requiring more than basic first aid, you will be contacted by phone, and required to meet the Center Director at the hospital according to the instruction on the Blue Card and in this Parent Hand Book. We ask that you authorize the Center to take

the emergency measures deemed necessary for the medical care and protection of your youth. 
Should an accident occur that requires outside medical attention, a written report and student accident insurance claim information will be provided. The student accident insurance is a supplemental insurance policy that is an excess policy only. Your health insurance provider is and remains the primary responsible party for paying the cost of treatment to your youth. The policy also requires a deductible for each incident and parents/guardians have one year from the date of injury to make a claim. You are solely responsible for initiating a claim, requesting all appropriate forms, and for tracking the status of your claim.

Caring and Sharing Junior Academy Center
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FIELD STUDIES
From time to time, the staff at the Center may take program participants on age-appropriate field studies. Prior notice of these trips you will be given by your youth’s teacher or the Center Director. Your permission for your youth to participate is indicated in your contract, in this Parent Hand Book Contract and on the Blue Card. In addition, all extended field studies parents will be required to fill out a separate field trip form.  

Details of the field trip, including a description of the event your youth is participating in and the details of transportation to and from the event, will be communicated to you in writing by your youth’s teacher or the Program Director.

For safety and security reasons, your youth may not be dropped off to or picked up from the field trip location. All field studies will begin and end at the Center. In some instances, the cost for some transportation trip and fees will be paid by parent/guardians. 
Your participation as a volunteer is welcome. Please consult the Program Director for further information. 
TRANSPORTATION

Youth and staff members are required to adhere to all safety standards such as seat belts while on the bus/van. Transportation includes before and after school care and field studies. Although we will make every effort to accommodate families with transportation of school-age youth, this program service is subject to change. 
Youth must meet applicable state and federal law requirements in order for the Center to transport them. 
GRIEVANCE

In the event that a parent/guardian would like to bring a grievance against a teacher of the Center, we ask that you follow the procedure listed below:

Present a youth–related grievance to their immediate teacher in writing within 3 days of the incident. The teacher will either resolve or notify the Program Director of the grievance.  The Program Director will make a decision and notify the parent(s)/guardian(s) involved within 5 days. If the parent(s)/guardian(s) are not satisfied with the resolution, they may request to meet with all parties involved. Should the conflict remain unresolved, the Program Director will elevate the grievance to the Executive Director.

Caring and Sharing Junior Academy Center
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PARENT/GUARDIAN RESPONSIBILITIES

ATTENDANCE:

· Bring and pick up youth on time, at the hours agreed upon. 

· Call the Center if your youth is going to be late or absent.

· Keep youth home when ill.

PERSONAL:

· Make sure the youth is clean and appropriately dressed.
· Notify the Center of changes which may affect the youth’s behavior.
MEDICAL:
· Provide information on the youth’s diet and any known allergies.

· Provide medication in the original container with Doctor’s statement, if and when medicine needs to be administered.

RECORDS:

· Provide updated emergency information, change of phone numbers, address, employment, emergency contact information, etc. as necessary.

· Provide the youth’s current medical information and update this information annually, or as necessary.
· Recertify with DSS Caseworker to update Notice of Decision in a timely manner to ensure payment to Caring and Sharing Junior Academy Center.

· Sign all required enrollment documents for the Center, including: Transportation for Field studies and Authorization for Medical Emergency Measures

FINANCIAL:

· Pay fees to Caring and Sharing on time as agreed at the time of enrollment.

PARENT/GUARDIAN INVOLVEMENT:

· Become involved in program activities.

Caring and Sharing Junior Academy Center
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By my signature below, I acknowledge receipt of this handbook and agree to abide by the policies and procedures included in it.

Parent/Guardian_______________________________________________Date______________
Center Administrator____________________________________________Date______________

Executive Director______________________________________________Date______________
Kimberly Roberson, Executive Director


