
All	program	Sites-	Parent	Handbook 

 

                    
NEW FRIENDS 

AND 

GREAT ROLE MODELS 

 

PARENT HANDBOOK 

 
 
 

 



  
 

2        Child Care Parent Handbook   

 

 
OUR MISSION 

The Rye YMCA is committed to building strong kids, strong families, and 
strong communities throughout our area. We are a charitable,  

not for profit organization that welcomes all people regardless of age, race, 
religion or economic status and strives to enrich each and every life through 

a unique, dynamic combination of programs that strengthens spirit, mind 
and body.  

 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Visit our website: 
www.ryeymca.org 

 

http://www.ymca-cnw.org/
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Dear Child Care Family, 
 
Thank you for choosing the Rye YMCA. Here at the Y we have been 
providing high quality, affordable care to our local community for over 20 
years.  
 
Our programs enable children to realize their potential in a place where fun 
& learning go hand in hand. We provide a safe and nurturing space for 
children, as well as reassurance and flexibility to working parents.  
 
The Y’s primary goal is to provide high quality childcare in a safe, healthy, 
and stimulating learning environment. With an exciting and engaging 
curriculum, we encourage our values of caring, honesty, respect and social 
responsibility. Our programs are designed to facilitate each child’s 
emotional, social, cognitive, and physical growth. Through play, which is the 
universal language of childhood, the Y fosters each child’s individual needs. 
It emphasizes gender equity and the development of a positive self-
concept. You can rest assured that your child is surrounded by caring, 
trained staff who provide an exciting array of daily activities. 
 
Please take a few moments to read this handbook; we designed it to inform 
parents and children all about our programs, policies and procedures. Our 
goal is to provide you with great programs as well as excellent customer 
service. Please let us know if there is anything we can do to improve your 
experience.  
 

Sincerely, 

Kathy Lynam 
Vice President – Child Care 
Rye YMCA 
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I. General Information 
 
Administrative Staff   
(914) 967-6363 – Rye Y Main Phone 
 

Kathy Lynam, Vice President – Child Care 
kathy@ryeymca.org 
Extension 250 

 
Liliana Gudino, Senior Director – Child Care 
liliana@ryeymca.org 
Extension 116 
 
Heather Camacho, Early Child Care Director Rye Y Site 
hcamacho@ryeymca.org 
Extension 122 
 
Edwin Santos, Youth and Teen Director 
edwinsantos@ryeymca.org 
Extension 225 
 
Layla Barreto, Camp and Child Care Office Coordinator 
layla@ryeymca.org 
Extension 103 
 
Robin Eddings, Assistant Director of Child Care at St John’s and WJC 
robin@ryeymca.org 
Extension 207 

 
 
Contact Information  
 

Site Name Site Address Phone # Email Address 

Rye YMCA 21 Locust Ave, Rye NY 
10580 

914.967.6363 
ext. 122 

heather@ryeymca.org 
kathy@ryeymca.org 

F. E Bellows 200 Carroll Ave, 
Mamaroneck, NY 10583 914.450.1435 edwinsantos@ryeymca.org 

ELC @ WJC 175 Rockland Ave, 
Mamaroneck, NY 10543 

914.967.6363 
ext 116 liliana@ryeymca.org 

mailto:hcamacho@ryeymca.org
mailto:edwinsantos@ryeymca.org
mailto:layla@ryeymca.org
mailto:robin@ryeymca.org
mailto:heather@ryeymca.org
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St Johns 
Nursery 
School 

122 Fenimore Rd, 
Mamaroneck, NY 10543 

914.967.6363 
ext 207 robin@ryeymca.org 

 
**IF YOU ARE UNABLE TO REACH THE SITE - PLEASE CALL ANY OF THE 

ADMINISTRATION NUMBERS OR STAFF** 
 
Calendar & Hours of Operation 
The YMCA Administration offices are open Monday through Friday from 7:30am-
6:30pm. 
 
The Rye YMCA Child Care Programming is open Monday through Friday from 
7:00am-6:30pm. Our Afterschool Program follows the Rye City School District and 
Rye Neck School District calendar.  
 
The Rye YMCA Early Learning Center  
Early Learning Center: Monday-Friday from 7:30am-6:00pm. Dismissal begins at 
5:45pm and program ends promptly at 6:00pm. 
The Rye YMCA After School Program Onsite follows the Rye City School District 
calendar.  
After School Adventures: Monday-Friday from 3:00pm-6:30pm. Dismissal begins at 
6:00pm and program ends promptly at 6:30pm. 
The Rye YMCA After School Program Offsite (Rye Neck) follows the Rye Neck 
School District calendar.  
After School Adventures: Monday-Friday from 2:30pm-6:00pm. Dismissal begins at 
5:45pm and program ends promptly at 6:00pm. 
The Rye YMCA Early Learning Center at WJC follows the Mamaroneck Union 
Free School District calendar. 
Early Learning Center: Monday-Thursday from 8:00am-6:00pm and Fridays from 
8:00am-4:00pm. Dismissal begins at 5:45pm and program ends promptly at 
6:00pm. 
The Rye YMCA Nursery School at St Johns follows the Mamaroneck Union Free 
School District calendar. 
Nursery School: Monday-Friday from 8:30am-11:45am. Dismissal begins at 
11:30am and program ends promptly at 11:45am. 
 
 
School Delays & Closings 

Detailed information will be available on our website. 
 

Program Closing: In the event that weather conditions are hazardous/ 
expected to be hazardous during normal hours of operation, the Rye Y 
reserves the right to close. 

 
Delayed Opening: In the event that the weather conditions are hazardous, 
the center may have a delayed opening. In the event of a delayed opening, 
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watch for updates on Facebook and our website for the modified opening 
times. 
 

Inclement Weather Procedures 
Parents please take a moment to review the following procedures regarding 
ASA policies.   

• If the Rye City School District or Rye Neck School District is closed due to 
inclement weather, there will be no ASA. 

• If the Rye City Schools/ Rye Neck Schools close early due to inclement 
weather, the Rye YMCA will not pick your child up and there will be no ASA. 

• If the Rye City Schools/ Rye Neck Schools are closed due to a school 
conferences or meetings, we will still pick your child up from their school. 
(Resurrection, Parsons Elementary, Rye City/ Rye Neck Schools)  

• If your child’s school has an early dismissal for conferences or meetings, we 
will still pick your child up. (with the exception of Rye Neck – No Half Day 
Pick-Ups) 

• If your child’s school closes early due to inclement weather, we will not pick 
your child up. (Resurrection & Parsons Elementary)   

 
*If weather conditions become hazardous during program hours, we reserve the 
right to close early. In this situation, you must plan to pick your child up at 

the modified time. 
 
Licensing Agencies 
All YMCA child care programs are licensed by the NYS Office of Children & Family 
Services. All programs are mandated to uphold the regulations pertaining to day 
care programs. 
 
NYS Office of Children and Family Services – Regional Office 
117 East Stevens Avenue, Suite 300 
Valhalla NY 10595  
(845) 708-2400 
 
Child Care Council of Westchester, Inc.  
313 Central Park Avenue 
Scarsdale, NY 10583 
Phone: (914) 761-3456 x 102 
 
 
II. Program Policies 
 
Absence  
We ask parents to inform the YMCA staff any time your child will be absent due to 
illness (or other planned event) during their scheduled program hours. Please be 
sure to advise the Director if your child will be arriving at the program later than 
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their usually scheduled time. If your child is absent, please notify the center via 
email or telephone. Contact information for the site and the Director are listed in 
this handbook. 
 
Please note that the schools do not share which child is absent until we are at the 
school site. Failure to inform us if your child will not be on the bus on a day they 
are schedule can result in additional fees if occurs more than five (5) times.  
 
Arrival and Departures 

Morning arrival:  Please accompany your child to the YMCA program site. A 
parent/guardian must sign in the child. We realize that this might appear to 
be an inconvenience, especially when you are in a hurry to get to work in the 
morning, but it is for the safety of your children and a NYS OCFS regulation. 

 
When you enter the classroom of your child, they will have an assigned 
cubby or wall hook – please place their belongings in this cubby/wall hook.  If 
you have questions or special instructions for your child, make sure you ask 
the teacher to take a moment to speak with you. 

 
Afternoon departure: All children must be picked up by scheduled time. 
The YMCA child care area closes promptly at 6:00pm for ELC and 6:30pm for 
ASA. Rye Neck ASA closes promptly at 6:00PM.   

  
An authorized pick up person over 18 must sign the child out. Parents must 
inform the Director in writing if an additional authorized pick up person will 
be signing out the child. If the pick-up person is not listed on the child’s 
emergency form and we have not been notified by the parent, the YMCA will 
not release the child.   

 
We do require that authorized pick up persons show identification until the 
program staff become familiar with them. Authorized persons should always 
be prepared to present I.D in the case of staffing changes. This step is taken 
for the safety of your child.  

 
Electronics 
All YMCA programs are licensed by the NYS OCFS. As of June 1, 2015, the new 
regulations state that “television and other electronic visual media is prohibited as a 
program activity when not part of a planned developmentally appropriate activity”. 
Children are not permitted to use electronic devices such as iPods, iPads, cell 
phones, video games, etc. Electronic devices will not be used as a behavioral tool. 
Any electronic devices such as those mentioned above will not be permitted for use 
in the center.  
 
Personal Property 
We do not encourage children to bring toys, cell phones, iPods etc. to program. 
These items can be easily misplaced, lost, or stolen. Any personal items 
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(backpacks, clothing, water bottles, etc.) brought to the YMCA should be clearly 
labeled with your child’s name. The YMCA assumes no responsibility for misplaced, 
lost, or stolen items.  
 
Rest Time 
All children under the age of five are required by state law to have a rest period 
while at daycare.  If you must pick your child up during rest time, please notify a 
staff person in advance so that we may wake your child and have him/her ready for 
your arrival. 
 
The YMCA provides a quiet place and a rest mat/cot for each child. If your child has 
a special stuffed animal/doll or blanket that they use to sleep with, they will be 
allowed to use them at this time. Only one stuffed animal and one blanket should 
be brought to the center. These items will be put away during the day and only 
brought out for rest time. Bedding must be taken home at the end of each week to 
be washed. 
 
Children who do not fall asleep or who wake early will be directed to quiet activities 
that will not disturb other sleeping children. Upon joining the program, 
parents/guardians will be asked to sign a rest time agreement.  
 
Restroom Policies 
Bathrooms are the highest risk location for children. Consequently, bathrooms and 
bathroom practices require close monitoring to prevent abuse and/or false 
allegations. Restrooms must be checked by YMCA employees to make sure they are 
secure before allowing children to use the facilities. Employees may not be alone 
with a child in a bathroom with the door closed.  They must stand in close proximity 
to allow for privacy while also providing supervision.   
 
Snack & Meals 
Children should bring their own lunches and drinks. Please make sure to provide 
balanced options including protein/calcium (meats, cheese, yogurt, eggs, etc.), 
carbohydrates (bread, pasta, rice, quinoa, etc.) fresh fruits and vegetables. Offering 
variety will often encourage eating. Please send healthy food only, no “junk food” 
that is high in sugar, fat and/or salt and low in nutritional value including highly 
processed meals or prepackaged foods.   
 
Children under five should not be sent in with hotdogs, whole grapes, hard candy, 
nuts, seeds, raw peas, dried fruit, popcorn or chunks of meat larger than can be 
swallowed whole – they are a choking hazard. If you would like to pack a lunch that 
includes cherry tomatoes, hot dogs, grapes, or strawberries, we ask that you cut 
them into pieces at home before packing your child’s bag. Please print your 
child’s name clearly on his/her lunch containers.   
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Meal Patten   Ages 3–5    Ages 6–12   

  

Water  

  
  

 ½ cup    

  
  

 1 cup    

 

Fruits/Vegetables  

  

½ cup  

  
  

 ¾ cup    
Grains (cereals, crackers, chips)  

  

  
  

 ½ serving    

  
  

 1 serving    

Meat Alternatives  

Cheese  

Yogurt  

  
½ ounce 

 
2 ounces or ¼ cup 

 
1 ounce  

 
 4 ounces or ½ cup    

 

Celebrating a healthy birthday at the YMCA 
Birthdays are a big milestone to celebrate and all of us here at the Rye Y want to 
be a part of it as well!  To make any birthday celebration a healthy and safe one, 
we have several guidelines that we ask our families to follow.  Due to the fact 
that we have a number of students with severe allergies in our programs, we are 
understandably restricted on some of the items we can share.  Also, in an effort 
to provide healthy choices for our growing students, we ask that you keep our 
health-conscious list of ideas in mind.  

Fun & Healthy Options  
What can make some of these even more fun is making it an activity!  Cut fruit 
into goofy shapes.  Send supplies to make fruit and vegetable kebabs and our 
students can have fun putting them together.  

• Fruit or vegetables (trays, kebabs, fun shapes, etc.)  
• Pretzels, baked sweet-potato chips, whole grain snack chips  
• Yogurt Parfaits (yogurt, fresh fruit, granola without nuts)  
• Snack Kebabs (pretzel sticks, bananas, grapes and low-fat cheese)  
• Wacky Popcorn Station (send along plain popcorn and then fun toppings 

like parmesan cheese, chili powder, etc.)  
• Frozen fruit pops (made with whole fruit, avoid coconut and mango)  
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• There are loads of creative ideas, just think of something fun and healthy 
for all our students!   
 

 
Items to NOT bring or share  
The following is our current standing policy and requirement for all birthday foods 
with the Rye YMCA.  

• Foods containing tree nuts, peanuts, and sesame seeds (and seed oil)  
• Anything needing preparation, cooking or re-heating  
• Foods high in fat, saturated fat or containing any trans-fat   

• Sugar-added products like cupcakes, cake, muffins, ice cream, etc.  

 
If your child has any dietary restrictions, please record them on the registration 
form and inform YMCA staff. Please also request an Allergy Action Plan if your child 
has allergies, to complete and return.  
(See Allergies section on page 15) 
 
We expect the children to feed themselves. Parents are expected to provide lunches 
that are prepared in the way that is easiest for their child to handle independently. 
Please offer foods for your child in small, manageable portions. All foods should be 
prepared so that they are ready to eat (i.e., cut into small pieces, peeled, etc.). We 
ask that you send foods that they have eaten at home and indicated that they 
enjoy. Do not send food that they have rejected or never eaten before. New food 
should always be tried at home first before being sent for lunch.  
  
 
Toilet Training Policy 
At the Y, we want to make the toilet training experience as positive, natural, and 
nonthreatening as possible so that the child feels confident in his/her ability to use 
the toilet, therefore developing self-esteem and independence. This is accomplished 
by a partnership between parents/ guardians/ caregivers and the center 
staff.  Please see Toilet Training Policy document for detailed information on this 
process. 
 
Transportation 
YMCA staff are not permitted to transport children enrolled in YMCA programs in 
their own cars. 
 
Transportation for field trips is provided and follows OCFS regulations. 
 
Visitor Policy 
All visitors must check in with the Rye Y Staff and sign in and out of the visitor log, 
while clearly stating the purpose of their visit. The YMCA defines a visitor as: 

• A child that is not a program participant 
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• A person who is not at the program to pick up a child 
• A person who is not a parent or guardian of a child 
• A person who is not a YMCA employee/volunteer or school employee 

Visitors must always be escorted by YMCA staff and will never be left alone with 
children. 
 

III. Billing, Registration & Scheduling 
**Parents must contact the Youth and Teen Director, Edwin Santos, to make any 
changes in ASA schedule, cancellations, billing, or registration. On site staff are not 
permitted to make any changes**  
 
**Parents must contact the Camp and Child Care Office Coordinator, Layla Barreto, 
for any changes in ELC schedule, cancellations, billing, or registration. On site staff 
are not permitted to make any changes**  
 
Changes in Schedule & Cancellations 
We try to accommodate parents’ changes in schedules whenever possible. Children 
enrolled for specific days can make changes to that schedule with advance 
arrangements. To make any adjustment to your schedule, such as changing days, 
or cancellation please email your program director or the office coordinator.  
 
Request for Additional Days  
If you would like your child to attend the program on a day that he/she is not 
normally registered, it must be arranged with the Director beforehand, as we have 
a limited number of spaces. If space is available on the particular day, your child 
may attend for the day requested. If it becomes a recurring event, there will be an 
additional fee.   
  
Reduction of Days  
A written notice of reduction in a participant’s number of days must be submitted to 
the Director at least 3 weeks before the change is to be made. Because tuition is 
billed a month in advance, all billing will be processed on the 15th of each month. If 
notice of change has not been given prior to the 15th, there can be no refund and 
change of billing will occur the following month.   
  
Withdrawal from Program:  
A written notice must be received by the Director at least 3 weeks before 
withdrawal from the program. Making sure notice is “AT LEAST” one week prior to 
the monthly billing on the 15th of the month.  
  
At any time, if the staff feels that a student’s enrollment is unfavorable to the 
health or progress of him/her or other students, and withdrawal is deemed 
necessary, a pro-rated refund of the remaining tuition will be returned to the parent 
if applicable.   
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Financial Assistance 
Financial assistance is available to those families who demonstrate sufficient need 
and provide the required documentation. Interested families may request a 
financial assistance form and submit to the YMCA administrative office. Eligibility for 
financial assistance will be determined upon availability of space and funds, review 
of the information given, and letter of intent.  
 
IRS/Tax Statements 
We recommend that parents keep a record of payments for IRS purposes. Credit 
card statements and/or canceled checks will serve as your receipt of payment. We 
will not issue end of year tax letters. A dependent care receipt can be found on our 
website.  
Our tax ID number is 13-1740515. 
 
Late Fees 
A late fee of $10 will be charged if a child is at the program beyond their scheduled 
pick up time. If a child is left at the program beyond the dismissal time, a $25.00 
late fee will be charged. More than three (3) late pickups may cause termination 
from the program. 
 
Payment Policies 
YMCA ELC Registration fee is $200 per application. ASA Registration fee is $100 per 
application. All fees/tuitions are non-refundable. Tuition credit is not given for 
absence due to illness, vacation or emergency closings.  
 
Monthly fees are based on the minimum required school days divided over ten 
months.  Snow days, vacation days, teacher conferences are all taken into 
consideration when we create the tuition cost. There are no credits for missed days, 
holidays, emergency dismissals or snow days. 

• Tuition is due on the 15th of each month August through May for ages 3 and 
up and August- July for Toddlers. 

• Non-payment or continued late payment will result in termination of care.  
• If scheduled payment does not process successfully, a returned payment fee 

will be applied to your account. 
 
Registration 
Registration is accepted throughout the school year, based on license capacity 
availability. Your child will not be fully enrolled if the account is incomplete.  
Please visit our website for a link to our registration website. 
 
IV. Health & Safety 
 
Abuse Prevention Policies 
The YMCA is committed to being an abuse-free organization and to ensuring that 
any relationships between people associated with the YMCA of all ages are healthy 
and appropriate.  Here's how the YMCA prevents abuse in our programs: 
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• Specific employment pre-screening/fingerprinting and background checks 
• Annual training of all employees 
• Specific policies/practices governing the action of employees and volunteers 

 
Our policy states that YMCA employees, consultants, volunteers and interns shall 
not abuse children physically, verbally, sexually, mentally or by neglect. Anyone 
who violates this policy will be subject to disciplinary action and/or termination of 
employment. 
 
 
Child Abuse Prevention Guidelines 

• You are never to be alone with a program participant. 
• If you are taking a participant to the bathroom, or other program area, you 

must bring another staff, or 2 additional participants. 
• If you have a pre-existing relationship with a participant who attends a 

program (a child you babysit, neighbor, friend of younger sibling) please fill 
out a pre-existing relationship form. 

• Except in the case of a pre-existing relationship you are not allowed to 
babysit participants. Politely tell parents who ask that it is against the YMCA’s 
Child Abuse Prevention Practices.  

• Similarly, you may not approach a parent to ask to babysit their children. 
• If you see a participant in a public place greet them warmly and introduce 

yourself to their parents. DO NOT invite the children for social events, and do 
not accept invitations.  

• If a participant contacts you outside of the program – in person, by phone or 
online - please be sure to tell your supervisor. 

• Never, under any circumstances, post photos or identifying information about 
campers on personal web pages or on any public domain.  

 
Investigation and Reporting of Allegations of Abuse/Mistreatment/ 
Inappropriate Behavior  
The YMCA takes all allegations of abuse, mistreatment and inappropriate behavior 
seriously. All employees, consultants, volunteers and interns of the YMCA are 
considered as mandated reporters and therefore must legally report all suspected 
or reported cases of child abuse or victimization of a vulnerable adult.  Any person 
who knowingly fails to report suspected abuse or neglect is in violation of YMCA 
policies and will be subject to discipline and/or termination.  
 
Child Abuse Reporting Procedures 
The Rye YMCA is committed to taking all appropriate steps to keep its program free 
of child abuse. If not withstanding these efforts, YMCA staff, classified as mandated 
reporters, come to know or to reasonably suspect that any child in any YMCA 
programs is the subject of child abuse, neglect or mistreatment that information 
shall be reported to the New York State Office of Children & Family Services (SCR) 
at: 
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Mandated Reporter (800)635-1522 or Public Hotline (800)342-3720 and the 
appropriate YMCA personnel.  
 
The New York State Office of Children and Family Services maintains a Statewide 
Central Register (SCR) of Child Abuse and Maltreatment for reports made pursuant 
to the Social Services Law. The Central Register, also known as the "Hotline", 
receives telephone calls alleging child abuse or maltreatment within New York 
State. The Central Register relays information from the calls to the local Child 
Protective Service for investigation, monitors their prompt response, and identifies 
if there are prior child abuse or maltreatment reports. In the event of an accusation 
of child abuse, the YMCA staff will take prompt and immediate actions as follows:   
 

1. At the first report or allegation that child abuse has occurred, the employed 
staff who it has been reported to will notify their supervisor. The YMCA staff 
will call NYSOCFS and will cooperate to the extent of the law with any legal 
authority involved.  

2. The supervisor will review the incident with the branch director. The 
supervisor and staff will complete a YMCA incident report. Oral reports to the 
SCR from a mandated reporter must be followed within 48 hours by a written 
report to the local department of social services’ CPS unit on form LDSS-
2221A. 

3. In the event the reported incident involves a program volunteer, employed 
staff or YMCA member, the branch executive will immediately, without 
exception, suspend the volunteer or staff member from the YMCA until an 
investigation is completed. Accused should be suspended immediately and 
removed from the program.  

4. The parents or legal guardians of the child or children involved in the alleged 
incident will be promptly notified in accordance with the directions given from 
CPS/ NYS OCFS 

 
Confidentiality is extremely important to the YMCA and at no time may a YMCA staff 
or volunteer provide information regarding the incident to anyone other than the 
branch executive, their designate and the legal authorities. If more than one child is 
involved (child on child abuse) the names of the other child must be kept 
confidential.  
 
Policy Prohibiting the Abuse or Mistreatment of One Youth by Another 
Youth 
The YMCA is committed to providing all youth with a safe environment and will not 
tolerate the mistreatment or abuse of one youth by another youth. In addition, the 
YMCA will not tolerate any behavior that is classified under the definition of 
bullying, and to the extent that such actions are disruptive, we will take the 
necessary steps to eliminate such behavior. 
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Bullying is aggressive behavior that is intentional, is repeated over time, and 
involves an imbalance of power or strength.  Bullying can take on various forms, 
including: 

• Physical bullying – when one person engages in physical force against 
another person, such as by hitting, punching, pushing, kicking, pinching, or 
restraining another. 

• Verbal bullying – when someone uses their words to hurt another, such as by 
belittling or calling other hurtful names. 

• Nonverbal or relational bullying – when one person manipulates a 
relationship or desired relationship to harm another person.  This includes 
social exclusion, friendship manipulation, or gossip. This type of bullying also 
includes intimidating another person by using gestures. 

• Cyberbullying – the intentional and overt act of aggression toward another 
person by way of any technological tool, such as email, instant messages, 
text messages, digital pictures or images, etc.  Cyberbullying can involve: 

• Sending mean, vulgar, or threatening messages or images; 
• Posting sensitive, private information about another person; 
• Pretending to be someone else in order to make that person look bad;  
• Intentionally excluding someone from an online group; 

• Hazing – an activity expected of someone joining or participating in a group 
that humiliates, degrades, abuses, or endangers that person regardless of 
that person’s willingness to participate. 

• Sexualized bullying – when bullying involves behaviors that are sexual in 
nature.  Examples include sexting, exposures of private body parts, and 
sexualized language or innuendos. 

 
Anyone who sees an act of bullying, and who then encourages it, is engaging in 
bullying.  This policy applies to all youth, staff and volunteers.  
 

Social-Emotional Wellness and Mental Health Support 

In our ASA program, we are committed to supporting the social, emotional, and 
mental well-being of every child in our care. We strive to provide a safe, nurturing, 
structured, and inclusive environment where children feel respected, supported, 
and emotionally secure. Staff use positive guidance strategies that promote healthy 
communication, emotional expression, self-regulation, problem-solving, and 
positive peer interactions. Discipline practices focus on redirection, encouragement, 
and skill-building rather than punishment. ASA staff members receive ongoing 
training in child development, behavior support, trauma-informed practices, and 
Youth Mental Health First Aid to help recognize signs of emotional distress and 
respond appropriately in supportive ways. 

ASA values strong communication and collaboration with families. If ongoing 
emotional, behavioral, or developmental concerns arise, parents/guardians will be 
contacted to discuss observations and supportive next steps. While ASA does not 
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provide clinical mental health services or diagnoses, families may be encouraged to 
seek additional support through community providers when appropriate. All 
information related to a child’s emotional or behavioral well-being will be handled 
respectfully and confidentially, with the safety and well-being of all children 
remaining our highest priority. 

 
 
Allergies 
When filling out the registration, please be sure to specify if your child has any 
allergies to food or materials (i.e. peanuts, latex, etc.) You must submit an 
Individual Health Care Plan, Allergy Action Plan and Written Medication Consent 
Form upon registration. If your child requires an Epi-Pen due to severe allergies, 
please provide at least one to keep in the YMCA First Aid kit. Participants will not be 
allowed to attend the program unless the appropriate forms are submitted.  
 
 Peanut Policy 

The Rye YMCA is a peanut sensitive facility. We ask our families to limit 
types of food containing peanuts and/or peanut products sent into the 
center. This applies to all lunches, snacks, and special occasion foods. Please 
ensure ingredients are listed on any food being sent into the program.  

 
Emergency Procedures 
In case of an accident, the emergency procedures will be as follows: 

1. A trained staff member will administer immediate, basic first aid. 
2. A staff member will contact the parent if immediate medical care is 

necessary. 
3. In case the parent or designated emergency contacts cannot be reached, the 

staff have the authority to call the designated physician and/or 911 for 
transportation to a hospital. A staff person will accompany the child to the 
hospital and stay until a parent or guardian arrives. 

4. Information regarding the accident will be recorded on an incident report 
form and filed with the appropriate governing agencies as necessary.  

 
Illness Policy 
For the welfare of the children in the group, we ask that parents keep their child 
home if he/she appears ill or has been ill during the night.  
 
If at any time the staff feels that a child is too sick to remain in the program, the 
parent will be called. A parent, guardian or emergency contact must pick up the 
child within one hour of receiving the phone call. This policy is for the safety of all 
the children and staff.  
 
A child will be sent home, if any of the following conditions are apparent: 

• A temperature of 100.4 degrees or more within 24 hours 
• Vomiting or diarrhea 
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• Rash (if cause is unknown) 
• Suspected communicable disease (Pink eye, chicken pox, fifth disease, etc.) 
• Severe cold with fever, coughing, unclear mucus 
• Bronchitis or other throat infections, such as strep 
• Nits or lice in hair 

 
Parents are asked to please notify us within 24 hours if their child has a 
communicable disease so we can inform other parents and staff. The child is 
welcome back to the program with a note from the doctor or reasonable evidence 
of recovery. 
 
Medication Administration 
The YMCA honors the Americans with Disabilities Act and will work with parents to 
accommodate their child’s medical needs. All ELC sites that administer medication 
under the ADA will have staff trained in accordance with OCFS regulations. All YMCA 
programs are authorized to administer emergency medications, such as Epi-pens 
and inhalers. Parents must provide written consent and an allergy action plan prior 
to the child beginning program. In accordance with NYS OCFS regulations parents 
must provide a current physical/immunization if required (will be indicated on 
program registration forms).  
 
Storage and Medication Administration 
The After-School and Early Learning Center Programs are licensed to administer 
certain medications. If a child requires medication, we must have:  

• A physician's form, which states:  the drug, the dose and the time(s) the 
medicine is to be given.  
• A form from the parent or guardian giving permission for a staff member 
to administer the medication.    
• Medicine in a properly labeled bottle supplied by the pharmacy.  Do 
not send unmarked medicine or loose pills.  

Note: Please contact the director for further information regarding the requirements 
for medication administration. 

 
Shelter in Place 
Every YMCA program is required to perform a Shelter in Place Drill two (2) times 
per year. This drill is a response to an emergency that creates a situation in which it 
is safer to remain in the building rather than evacuate (i.e. severe weather 
conditions, and extreme temperatures, rabid animal, chemical/biological spill). In 
case of an emergency, each program has a designated relocation site. Parents will 
be notified of relocation via email, social media updates and/or phone calls. 
 
 
Special Needs 
The YMCA strives to provide programs that include children of all abilities. Our goal 
is to provide high quality programs and highly qualified staff to enable your child to 
have a fun, successful and enjoyable learning and social opportunity.  
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Our program is open to all students without regard to disability. Students with 
disabilities are invited to participate in the program if they can do so without 1:1 
assistance. The YMCA will review the needs of each student, including but not 
limited to a review of the student’s Individualized Educational Program (IEP) where 
appropriate, to determine appropriate and necessary staffing to ensure the safety 
and quality of the program for all students. We work to ensure that 
accommodations provide successful participation in our programs, while not 
fundamentally altering the nature of our programs and services. 
 
 
V. Staff Information  
 
Babysitting/Outside Employment 
To make sure your child stays safe outside of the YMCA’s supervision and to protect 
our staff members and volunteers, we request that you do not ask a YMCA 
employee or volunteer to babysit, lifeguard or spend one-on-one time with your 
child outside of YMCA programs. YMCA staff are not allowed to sign out any child 
from the program or transport any child in their own car. This policy is also 
consistent with recommendation made by the National Council for the Prevention of 
Child Abuse and many childcare licensing consultants across the country. 
 
 
Staff Qualifications 
At the YMCA, we uphold a high standard of quality, dedication, and commitment 
when it comes to selecting our staff. Our childcare staff consists of highly qualified 
employees with many years of teaching experience.   
 
The Director of the program handles all day to day programming needs.  Head 
teachers and assistant teachers work together to create the environment that will 
best support the children.  
 
Directors and head teachers are trained in First Aid/CPR safety procedures.  
All our staff complete child abuse prevention training, mandated reporter training 
and orientation prior to their start date. Staff will continue to attend regularly 
scheduled training events on behavior management, communication skills, and 
safety procedures for working with children.  
 
Prior to hire, all staff members have a criminal background check, fingerprint check, 
and a child abuse registry check performed.  
*To review NYS regulations for minimum requirements visit the OCFS website.  
 
Supervision of Children 
In our programs a child is never left unattended or unsupervised. Generally, the 
YMCA prefers that two individuals are present whenever children are in care.  When 
this situation is unavoidable, the YMCA has a standard of behavior that must be 
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observed. This standard involves moving to an area that can be easily observed by 
others passing by, or asking another staff member to randomly drop-in. 
Proper staff to child ratios should always meet/exceed NY state requirements of: 
   18 mos- 36 mos  1 staff to 5 children 
                          3 Years            1 staff to 7 children 
   5-10 Years   1 Staff to 8 children 
 
In general, the YMCA caps enrollments to ensure that the proper ratios can be 
maintained.   
 
V. Parental Participation & Expectations  
 
Communication 
We believe that communication and cooperation between parents and YMCA staff is 
invaluable to provide and maintain the highest quality childcare program for your 
family. Please make every effort to read any materials that are sent home or 
posted at the site. Most of our information will be sent out via email- make sure to 
add the YMCA to your safe sender list. Parents are also welcome to communicate 
with staff at any time. Directors are available via email or can be reached on the 
center phone.  
 
Confidentiality 
The policy of the YMCA Program concerning the issue of confidentiality of 
information is as follows: Information that families give to the YMCA staff will be 
shared with other staff, only on a need to know basis. No information about a YMCA 
family may be released to another agency without the written consent of the family, 
unless required by law.  
 
Emergency Contacts 
Your emergency contacts are very important and should be aware of their 
responsibility. Emergency contacts may include neighbors, family friends, or 
relatives located within close proximity of the school. They should be able to pick up 
your child within a reasonable period if and phone numbers need to be updated 
regularly. In an emergency, if you or your designated emergency contacts listed 
cannot be reached, you give permission for the YMCA to take any action deemed 
necessary for the best interests of your child. You also give permission for any 
medical personnel selected by the YMCA to provide needed care including any 
resuscitation efforts and transportation to an emergency room for care. 
 
Information Changes 
Parents are responsible for informing the YMCA of any changes in address, phone 
numbers, billing information and persons authorized to pick up children. It is very 
important that this information be kept up to date. Information changes can be 
updated in your YMCA account at any time. 
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The Rye YMCA is considered a licensed child day care center by the NYS Office of 
Children & Family Services.  Your child's file is subject to random inspection at any 
point in the school year. For this reason, registration must be complete before fully 
enrolling your child. 
 
Participation & Appropriate Behavior 
Parents are always welcome to observe and participate in the program. The YMCA 
welcomes your comments and staff are always available to discuss any aspect of 
the program.  Parents are reminded that all interactions with children (theirs or 
others) must be positive in nature. Any parent engaging in any negative interaction 
with any child will face immediate removal from the program and termination of 
their child’s future participation.  
The YMCA is a drug, alcohol, smoke and weapons free organization. Possession of 
illegal drugs, alcohol or a weapon of any kind may result in immediate termination 
of services and notification of legal authorities. If a parent/pick up person arrives to 
pick up a child and it is evident that the person is under the influence, we will 
suggest that they call someone else to pick up. If they are not willing to call 
someone else, or leave with the child, the police will be notified.  
 
VI. Behavior Management 
 
Anti-Bullying 
In keeping with our goal to promote acceptance and tolerance for all people, and in 
order to keep all the children in our programs safe, the YMCA cannot allow any child 
in our program to hurt or be hurt by others. This can include physical, emotional, or 
verbal actions. Our policy specifically prohibits name-calling, hazing, and sexualized 
language, and singling out one child for different treatment.  The YMCA provides 
adequate staffing supervision and monitoring of all child activities. The YMCA has 
established procedures for reporting and tracking such behaviors. Any incidents of 
the above behaviors will be brought to the attention of the Director. Each incident 
will be handled on a case-by-case basis.  All discipline actions will be in accordance 
with the YMCA Behavior Management Policy in an age appropriate fashion. Parents 
who have any concerns that their child is being bullied are encouraged to speak 
with the Director. 
 
Behavior Management 
It is the YMCA’s goal to educate the student and instill in them the ability to develop 
self-discipline, self-control and assume responsibility for their own actions. 
Misbehavior is seen as a chance to educate a participant about appropriate 
behavior.  
 
It is understood that all children require firm and consistent limits and that no child 
will be permitted to endanger himself, others, or to damage property.  In 
accordance with NYS OCFS regulations, “Physical intervention is permitted. Physical 
intervention uses the act of using bodily contact as a short-term immediate 
response to prevent children from incurring substantial or serious injury to 
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themselves or injuring others… Picking up a child, holding the child’s hands or 
gently touching their body to direct their movement… allows the child to regain self-
control as quickly and safely as possible”.   
 
Positive behavior management is a process of teaching children how to behave 
appropriately and respects the right of the individual child, the group and the 
adults.  
 
We use positive behavior management by:  

• Planning ahead 
• Intervening 
• Redirecting 
• Removal from activity 
• Showing encouragement 

 
We strive to work with each child as an individual. Staff will work closely with 
parents to develop a behavior plan that works for everyone.  
 
Biting Policy – Regarding Children Who Bite 
Our program recognizes that biting is, unfortunately, not unexpected when toddlers 
are in group care. We are always concerned when children are bitten in our 
program, and we recognize how upsetting it is for parents.  While we feel that 
biting is never the right thing for toddlers to do, we know they do so for a variety of 
reasons, most of which are not related to behavior problems. 
 
We do not focus on punishment for biting, but on effective techniques that address 
the specific reasons for the behavior. When biting occurs, we have three main 
responses: 

1. Care for and help the child who was bitten. 
2. Help the child who bit learn other behavior. 
3. Work with the child who bit and their parents/families to stop the biting.   

Our teachers express disapproval of biting. They work to keep children safe and to 
help the child who bit to learn different, more appropriate behavior.  When there 
are episodes of ongoing biting, we develop a plan of specific strategies and 
techniques to address it. We give immediate attention and first aid to the children 
who are bitten. When children bite or are bitten, their parents are informed 
personally and privately the same day. If a child’s biting becomes problematic and 
consistent, we will work with the family for two weeks to correct the aggressive 
behavior or YMCA services will no longer be available.   
 
Separation 
We recognize the importance of the process of separation in the development of a 
young child. Prior to your child’s first day in the classroom, we request that you 
visit the Center with your child in order to get to know your child’s caregivers and 
the classroom environment. Parents of children in the Infant and Toddler program 
are asked to plan to spend the first 15 minutes in the classroom with your child- 
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the Director will review with you on a case by case basis. A gradual phasing in will 
occur over that period. It will be at the caregiver’s discretion to decide when a 
parent can leave his or her child for the first time.  
 
In addition, we support the separation process by asking you to say good-bye to 
your child before you leave. Please be very brief (no more than 5 minutes) during 
transition times. In our experience, children are nearly always quick to get involved 
in the activities as soon as the parent leaves. We highly recommend bringing in 
family photos of mom, dad, siblings, and other caregivers to help ease your child’s 
anxieties. 
 
Termination Policy 
Occasionally there may be cause to expel/suspend a child from the program; we 
would decide that on a case-by-case basis. Before we would reach such a situation, 
we will do everything possible to work with the family of the child(ren) in order to 
prevent this policy from being enforced.  
 
Some examples of unacceptable behavior include but are not limited to: 

• Physical aggression on the part of a child or parent  
• Biting 
• Use of foul language by child or parents 
• Disrespectful or intolerant words or actions 
• Disrespect to staff, children (child or parent) 
• Consistently ignoring program rules  
• Leaving program area without permission 
• Failure to complete required forms 
• Habitual tardiness when picking up the child. 
• Bringing a gun, knife etc. to the program 
• Failure to pay or habitual lateness in tuition  
• Parent or child exhibits verbal abuse to staff in front of enrolled children 

Fighting or intentional physical aggression for any reason results in immediate 
removal from the program. In order to return to the program, the parent and child 
must meet with the program director. The YMCA program will not tolerate any 
parent reprimanding, punishing or verbally threatening any child on our premises. 
If there is a problem, you will be asked to leave immediately. The safety of all the 
children in our care is our first priority. 
 
A child will not be expelled if the parent/guardian: 
1) Made a complaint to the NYSOFS regarding the program.  
2) Reported abuse or neglect occurring at the school. 
3) Questioned the program director regarding policies and procedure. 
 
ASA Parent Reminders:  

• Rye YMCA ASA: We provide a healthy snack each day but encourage you to pack 
something your child will enjoy. 
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• Rye Neck ASA: Please ensure to pack a snack for your child every day they are 
scheduled to attend. We will have a small snack available if a child forgets their 
snack but ask you pack one every day. 

• If your child did not attend school on a given day he or she cannot attend the 
program on that day.  

• Your child must arrive or be dropped off by 5:00pm to attend the program on that 
day  

• The Program ends promptly at 6:00pm (Rye Neck) and 6:30pm (Rye YMCA). Please 
be on time.   

• If your child will not attend ASA on a particular day you must call or email to let us 
know before your child's scheduled dismissal time  

• Please label all of your child’s belongings  
• The YMCA has a 24-hour fever free policy. Your child must be free of a fever for 24-

hours before returning to the program.   
   

**We do have students with severe nut allergies. Please refrain from 
sending any nut-based products. Thank you.** 

 


