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FAMILIES PLEASE NOTE:

Updates to this policy handbook are made throughout the year. When significant changes are
made as deemed necessary by the Bangor Region YMCA, parents will be notified by letter. You
may request a new handbook from your childcare center office at any time.

Please speak with your classroom Lead or your Site Director if you have any questions. The
Bangor Region YMCA reserves the right to change guidelines as particular situations arise. It
is our goal to work with families to accommodate specific needs without jeopardizing the
rules and regulations set forth by the State of Maine Rules for the Licensing of Childcare
Facilities.

Bangor Region YMCA Child Development Program reserves the right to make changes at any
time, without notification, of policies in this handbook.

For any questions, comments or concerns please contact
Matthew Houghton Keegan Wakana

Chief Program Officer Child Child Development Director
Development

207.941.2808 ext. 347 207.941.2808 ext. 339

mhoughton@bangorY.org Kwakana@bangorY.org
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It is our absolute pleasure to welcome you and your family to The Bangor Region YMCA Child
Development Program. This program consists of two departments, the Early Childhood
Education Department, serving children 12 months to 5 years old, and the school-Age
Department, serving children in Pre-K through 6" grade. We believe that by combining these
departments, we are able to meet your family’s needs throughout your child’s development
and educational journey in a comprehensive and supportive way! We are grateful that you
chose us for this important job of supporting your family and look forward to serving your
family.

Our dedicated leadership staff have gone through an intensive training so they can provide
the best quality programming for your child, including educational support. In addition, we
require and support our staff to stay current in their field of work. We have created an
environment that supports staff professional growth through advanced educational
opportunities, trainings, and positive interactions in our program. We believe this
commitment to excellence leads to positive experiences for your child. Without our
remarkable team, our program’s measured success would not be possible.

We are excited that you will have the opportunity to form important, lasting relationships with
this amazing group of people within the Bangor Region YMCA. It is our philosophy that
children need love, care, and encouragement to grow and develop a positive self-image,
confidence, and to explore their passions and purpose. Our programs encourage your child’s
total development. Through teacher and self-directed activities, your child will learn new
skills, grow intellectually, expand creatively and mature socially. We believe that healthy
relationships are cultivated with families through direct and honest communications in order
to support your family to the best of our availability. Our program promotes and incorporates
the YMCA's core values of Caring, Honesty, Respect, Responsibility, and Kindness.

Our amazing team at the Y extends beyond the teaching teams and all put their heart into
creating a welcoming and fun environment for your child and your family. The Y team works
together within all the programs to provide the highest quality of care for families and strive
to allow children the space to develop at a pace that is individualized to each of them. Thank
you again for giving us this opportunity to serve your family!

Should you have any questions, concerns, or comments throughout your experience in our
programs, please feel free to contact us. And, again, thank you for entrusting us with the care,
growth, and enrichment opportunities with your child!

Warm wishes, Bangor YMCA Child Development Management team
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SITE INFORMATION & CONTACT US

Bangor Region YMCA Child Development Programs

Bangor Region YMCA
Licensed 0-12 years old for up to 163 children
17 2nd Street - Bangor, ME 04401
Phone: (207)941-2808 - Fax: (207)941-2812 - Website: www.bangory.org
6:30am - 6:00pm - Monday — Friday

YMCA After School Program at
Fruit Street School

Licensed for up to 49 children
Serves grades K to 3™
175 Fruit Street - Bangor, ME 04401
2:45pm — 6:00pm - Monday - Friday

YMCA After School Program at
Central Community Elementary School

Licensed for up to 49 children
Serves grades K to 5th
118 Main St - Corinth, ME 04427
2:30pm - 6:00pm - Monday — Friday

YMCA After School Program at
Veazie Community School

Licensed for up to 49 children
Serves grades Pre-K to 6"
1040 School Street - Veazie, ME 04401
2:15pm — 6:00pm - Monday — Friday
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INTRODUCTION TO THE BANGOR REGION YMCA
CHILD DEVELOPMENT PROGRAM

Bangor Region YMCA Mission Statement

The Bangor Region YMCA is a community leader in supporting children, adults and families in
their lifelong quest for physical, emotional and social wellness.

Bangor Region YMCA Child Development Philosophy

The Philosophy of the Bangor Region YMCA is to provide children with a safe, fun, high
quality, reliable, friendly, and activity-oriented environment. At the Bangor YMCA children are
taught the five core values: Caring, Respect, Honesty, Responsibility, and Kindness.

Both the Early Childhood Education and Before and After school programs are licensed by the
State of Maine to provide care for children ages 12 months to 6" grade. All programs offer a
secure and stimulating environment allowing children to develop imagination and share
positive experiences with peers and adults. Activities and play areas are thoughtfully
designed to encourage children to explore and discover the world around them. Through this
process, children develop self-help skills and build a foundation for enjoyable learning
throughout life.

Childcare Program Statement

The Bangor Region YMCA Child Development Program adheres to best Practices in Childcare
Programming.

Our YMCA Child Development Program understands that parents/guardians are the primary
influence in children’s lives. We complement that influence by building a relationship of
mutual trust and support; using open communication, we work with parents/guardians to
create the best possible care for each child.

Best Practices

The Child Development Program implements best practices in caring for children. These goals
involve all teachers, parents/guardians, and children. By establishing attainable, realistic, and
effective goals, a positive environment for both the teachers and the children is the inevitable
outcome. The Child Development Program strives to offer high quality, stimulating, caring
programming in which:

1 Children have the opportunity to develop secure relationships with peers and teachers.
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All children are treated equally.

Children learn the ability to respect the rights of others.

Teachers cooperate with each other to provide positive role modeling.

Children’s self-esteem and individuality is encouraged.

Teachers provide a consistent approach with children and parents/quardians.

Teachers and parents/guardians work together.

Teachers respect the knowledge and abilities of others.

A variety of activities are provided for children.

Children are given choices throughout their day.

Parents/guardians are respected and listened to.

Parents/guardians have the opportunity to contribute to the program and its

evaluation process.

The program reflects individual children’s needs, abilities, and interests.

The program enhances all areas of a child’s development through thoughtful planning,

observations, and communication.

1 To support working parents/guardians with (part and full time) school-age
programming that is safe, affordable, and fun.

9 Provide a safe, supervised, structured environment in which a child may choose from a
variety of activities that help them develop socially, intellectually, physically, and
emotionally in a developmentally appropriate manner.

9 To help children develop positive attitudes and character traits.

1 To help children develop self-confidence and independence.

1 To provide an atmosphere in which children can learn to share and be a supportive
member of a group or team.

1 To help children make friends and get along with others.

=4 =4 =4 -4 4 8 -5 -5 9 -9 -9

= =

Children receiving childcare from Childcare Facilities have the following rights:

1. Children must be free from emotional, physical and/or sexual abuse, neglect and
exploitation.

2. Each Child has the right to freedom from harmful actions or practices that are
detrimental to the Child’s welfare, and to practices that are potentially harmful to the
Child.

3. Each Child has a right to an environment that meets the health and safety standards in
this rule.

4. Each Child must be provided Childcare services without discrimination to race, age,
national origin, religion, disability, sex, or family composition.
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5. Children must be treated with dignity, consideration, and respect in full recognition of
their individuality. This includes the use of developmentally appropriate practices by
the Childcare Facility.

6. Each Child has the right to the implementation of any plan of service that has been
developed for that Child in conjunction with community or state agencies by the
Childcare Facility.

7. Each Child has the right to Developmentally Appropriate activities, materials, and
equipment.

8. Children with disabilities have the right to reasonable modifications to Childcare
Facility policies and practices.

The Bangor Region YMCA Child Development Program has a 3-Star rating. The Rising Star
rating program is a voluntary system for licensed childcare providers to have their quality
assessed on a 5-star rating scale. Expectations at each step must be met before moving to a
higher level. Every step is an important quality measure based on the following criteria:

1

=4 =4 =4 -4 4 4 -9

Licensing history

Learning environment (daily schedule, activities planned, etc.)

Program evaluations (looking at strengths and weaknesses)

Staff development (training opportunities for staff)

Administrative policies and procedures (holiday closings, illnesses, etc.)
Family involvement (welcoming parents into the classrooms)
Community resources (where to find other services to help families)
Child observations (watching for children’s interests and skills)

Our Child Development Program is always striving to be the very best. Parent and guardian
feedback plays a crucial part in our effort to provide a safe, nurturing, educational, and fun
environment for your children. We provide the Parent Surveys, three times a year so we can
hear your feedback, opinions, and suggestions.

We know parents and guardians have a lot to contribute. Our Programs provide parents and
guardians the opportunity to volunteer in their child’s classroom, participate in family nights,
sharing a meal with their child, and fundraising.
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A Parent Committee exists to foster communication between parents/guardians and teachers
regarding fundraising, policies, and program development. The committee consists of
parents, teachers, and a member of the Child Development Management. Parents/guardians
are encouraged to communicate any ideas, suggestions, or concerns with the committee.

Our program’s Health Consultant is Ellen Lauer of Penobscot Pediatrics in Bangor, Maine.
Staff is trained annually in the following health procedures and practices:

1 Maedication dispensing

9 Access to emergency medical services

I Prevention and control of communicable diseases
Y Common childhood illnesses

9 Inclusive and exclusionary ilinesses

Through trainings, health resources and with guidance from the identified Health Consultant,
all staff will work with families to address medical concerns and help to promote the overall
health and well-being of the members of the Bangor Region YMCA programs.

Parents/guardians, children, and teachers deserve the right to privacy. Absolutely no
information regarding a present or former individual is discussed by teachers with anyone
outside of our Childcare Center or posted online. This includes, but is not limited to; daily
attendance, health records, and personal records. Information about children in the program
will not be discussed among other parents/guardians or in the program in front of
child/children. Children and families information is kept in a confidential location in the Child
Development office. Only teachers directly involved with the family are permitted to examine
files and/or discuss file contents. Written consent must be obtained from Parent/Legal
Guardian before program information can be transferred to other programs, schools, or
agencies.

The Bangor Region YMCA Child Development Programs are closed to observe the following
holidays:

1 New Year's Day
1 Martin Luther King Jr. Day
1 Memorial Day
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Independence Day (4" of July)

Labor Day

Indigenous Peoples’ Day

Thanksgiving

Day after Thanksgiving

Christmas Eve (Early closing)

Christmas Day

Day after Christmas

New Year's Eve (Early closing)

6 scheduled in-service days throughout the year (see child development calendar)

=4 =2 =4 =4 8 4 8 -5 9

=

There is no reduction of weekly fees due to these holidays or in-service days.

It is not customary for our Centers to close due to weather. If you are unsure if we are
closed or have delayed openings due to a snowstorm, please call the YMCA, check our
Facebook page, or website (www.bangory.org ). All information will be shared through our
Childcare Program Application (ProCare) as soon as we have information.

If your child is enrolled in one of our off-site after school locations, the school reserves the
right to cancel programing due to weather. In some circumstances, the Y makes every
possible attempt to be open and may offer on-site snow day care on these days. Payment is
still expected for these days.

The YMCA reserves the right to close Child Development Programs for up to one scheduled
day per month for staff professional development and/or facility repairs/upgrades. Please
refer to the Program Calendar for specific dates.

*If care for school-age children is needed on snow days or vacation weeks, additional fees and
registration forms are required.

Early Childhood Education fees are based on 12 months of care and are divided equally per
week. School-Age Childcare weekly fees are based on 180 days of school and are divided
equally by week (September — June); therefore, fees are not discounted or prorated for
shortened weeks due to holidays, Board of Education scheduled days off, inclement weather,
participant vacation, or Y In-Service Days.
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The Bangor Region YMCA will have a staff member on duty at the front area. This allows
everyone to be greeted upon entering and someone to answer phones to answer questions or
provide direction when needed. For security, the direct doors to the childcare wing are locked
from 6:30am to 6:00pm, Monday through Friday. Please see the front desk staff for
assistance accessing the classrooms or obtaining a FOB to access. All families are assigned 1
FOB (though a second may be requested at no charge). Families must report lost or broken
FOBs immediately and will be charged a fee to replace. Any family withdrawing from our
programs will have the FOB deactivated after the last day of care. FOBs can not be shared with
anyone but the family it is assigned to. School-Age Families returning after the summer break
may continue to use the same FOB assigned the previous year.

Each school partnership has individual security measures and we at the Bangor Region YMCA
respect and follow each school’s protocol.

A photo I.D. is required for each person allowed to pick up the children in our care until
teachers get to know each individual. All parents must make sure they make contact with the
teachers in the child’s space before leaving with the child. We want to use every measure of
precaution in regards to the safety and welfare of the children in our care.

Individuals that are not on the pick-up list may not pick up a child unless written or verbal
notification is received from the child’s parent/guardian. A photo I.D. will be required at time
of pick up.

We have video cameras throughout the building. The purpose of these cameras is to promote
safety. The footage is recorded and can be viewed if needed but only by our management
team, local law enforcement, or in the case of an emergency.

We will also be utilizing the taped footage as a learning tool for planning purposes, training,
and problem solving. We will always strive to be better.

External organizations are both required and welcome to review our buildings and
management to ensure adherence to laws and best practices. This includes The State of Maine
DHHS, the Fire Marshal, and MEMIC All feedback is compiled by Management and Senior
Leadership Team and provided to the CEO for review. All appropriate updates are
implemented as quickly as possible or by the date requested by external organizations.
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Interpretation For English Language Learners (Ell)

Whenever a family or participant needs interpretation, the YMCA will provide one of the
following:

3 Google Translate

3 Identifying a family member/ friend

3 A community resource for interpretation

3 Ask the family for a support contact they feel most comfortable with

Licensing

All the Child Development programs at the Bangor Region YMCA are licensed by the State of
Maine. Copies of our licensing certificates are available for viewing on the Child Development
Information Board located at the entrance to the Child Development wing as well as the
information boards at each off-site space. Copies of the licensing rules and requlations are

available in the offices, as well as every classroom, and can be found at the State of Maine
OCFS website.

How to Report a Licensing Violation

The Bangor Region YMCA Child Development programs are licensed by the State of Maine.
Copies from the Fire Marshall and Maine State Licensing Childcare Division are available for
your review. Should you feel the childcare programs are in violation of the state requirements,
you may contact the Maine Department of Health and Human Service Division of Licensing
and Regulatory Services at (207)287-9300 or 1-800-791-4080 or email

dirs.info@maine _.gov.

ENROLLMENT PROCEDURES, PROGRAM
TRANSITIONS & WITHDRAWALS

Available Childcare Programs

Apple Tree & Balsam Tree (Toddlers) | 12 months to ~2.5 years
Cedar Tree (Junior Preschool) 2.5to 3.5 years
Dogwood Tree (Preschool) 3.5-5years

After School Grades Pre-K - 6" grade
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Summer Camp Entering kindergarten (age 5 by
start of camp) — 9*" grade

*Classroom age breakdown varies by location

Over the years, our organization has identified a trend in the amount of hours families need
for care for their child throughout the day. We believe the enrollment cost should honestly
reflect the diverse flexibility we are able to offer each family. We have formulated an
enrollment structure that accommodates the schedules of working families as well as our
staffing demands. We ask that you commit to a full-time slot (Monday through Friday) or part-
time slot (Monday, Wednesday, Friday OR Tuesday, Thursday). During those days families may
drop their children off or pick them up at any point during the open hours for childcare on the
days they are scheduled.

w

To initiate the start of enroliment a legal guardian must submit a ProCare lead request
from the Bangory.org website. Lead request form is found by selecting the Childcare
tab and navigating to the Early Childhood Education page then clicking the “APPLY
NOW" button.

Once a legal guardian submits a Lead request they will be added to a waitlist.

The family will be contacted by the registrar or designee.

Once there is a slot available the registrar or a designee will reach out to the guardian
and confirm their interest in the slot.

Once a family confirms the slot a welcome packet as well as a full registration will be
sent to them.

A one-hour minimum visit/tour with CPO, manager, parent/guardian, child, and Lead
Teacher. The visit will acquaint the parent/guardian and child with the teaching
spaces, teachers, children, and daily routine. The best time to visit is between 8:00am
and 10:00am or 3:00 pm and 4:00pm. Additional visits may be scheduled as deemed
necessary by parents/guardians or teachers to ensure the child feels secure,
comfortable, and at home in the new setting.

The following information and documentation is needed to start program:
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¢ Other program specific authorization forms on the Registration Form

e Other student plans which may include; IEP, IFSP, 504, Behavior, CDS evaluations or
other relevant documentation or assessments.

e If there are custody arrangements in place for a child, for safety reasons, the
custodial parent/guardian is requested to make those arrangements known to the
Center Management at the time of enrollment. If any relevant court orders are in
effect, a copy of the court order(s) will need to be provided and it will be kept in the
child file. Without a copy of the order, we are required to offer equal rights to the child
for each parent.

To initiate the start of enroliment a legal guardian must fill out a registration form from
the Bangory.org website. The registration form is found by selecting the “Childcare”
tab and navigating to the “Before and After School” page then clicking the “Register
now” button.

Once a legal guardian submits the initial contact registration the family will be
contacted by the registrar or designee.

If there are spots available the registrar or a designee will reach out to the guardian
and confirm their interest in the slot.

Once a family confirms the slot a welcome packet will be sent to them and any
additional information needed will be requested.

. Avisit/tour with a parent/quardian, child, and Lead Teacher of the appropriate site will

be set up if the parent is interested. The visit will acquaint the parent/guardian and
child with the facilities educational spaces, teachers, children, schedule, and routine.
Additional visits may be scheduled if necessary by parents/guardians or teachers to
ensure the child feels secure, comfortable, and at home in the new setting.

The following information and documentation is needed to start program:
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¢ Other student plans which may include; IEP, IFSP, 504, Behavior, CDS evaluations or
other relevant documentation or assessments.

1 Ifthere are custody arrangements in place for a child, for safety reasons, the
custodial parent/guardian is requested to make those arrangements known to the
Center Management at the time of enrollment. If any relevant court orders are in
effect, a copy of the court order(s) will need to be provided, and it will be kept in
the child file. Without a copy of the order, we are required to offer equal access and
rights to the child for both parents.

Unfortunately, there is no guarantee, that if your child has been in our programs before, you
will be automatically enrolled. This is a first-come, first-serve registration process. All
openings are based on current enrollment, programmatic needs and are not guaranteed to be
available to families. Re-registrations for all of our current families for our programs occur in
May of every year to plan for September enrollments.

**Please note: A copy of current immunizations is required upon enrollment and upon
updated immunizations as they occur.

The Bangor Region YMCA Child Development programs require a Physician Consent form to
be completed and signed by the child’s physician. This form is to be kept on file at the YMCA's
Child Development program. It's the parent/guardian responsibility to provide the YMCA with
updated immunizations.

The waitlist process is applied to all families and children new to Child Development
programming. This involves registration, information sharing about family and child, policies,
procedures of the Childcare Programs. We know that the needs of each family and child differ
and vary. Child Development teachers will respond as quickly as possible to each individual
family's program requests for days, and times.

The transitional process between rooms depends on the three criteria, all of which can be
reviewed by the childcare staff and parents/guardians based on individual circumstances:

1. Availability
2. Age
3. A child’s individual development

Availability of Childcare Slots:
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A child will only be allowed to transition when a slot becomes available. This is considered
when the open slot left by another child can be filled by another child currently enrolled in the
program. If this cannot take place, the slot will be offered to those on our waitlist and then
opened to the public. This may indicate a waiting period for a child who has met the age
requirement. The staff will make every effort to ensure that a child will be moved when the
next slot becomes available.

Child Development & Readiness:

All staff work cohesively to prepare children for their graduation into the next learning
environment. To provide a child with the best possible foundation, each room implements a
strong curriculum which includes growth in social, emotional, physical, and cognitive
development. Each classroom has specific development recommendations that need to be
met before a child is able to transition. If there are any concerns with a child’s development or
special needs, a meeting with the Lead Teacher and the parents/guardians will be scheduled
to discuss how to create a successful transition.

Parent Notifications of Transitions

The parents/guardians will be notified by their current Lead Teacher 2-3 weeks prior to the
scheduled transition that their child has met the criteria to transition to the next program.
Parents/guardians will receive a transition packet from the new Classroom Lead.

Based on availability, the scheduled transition from room to room will take place over a
minimum of two weeks, allowing the child to grow accustomed to their new teachers and
classmates.

The YMCA makes every effort to provide each child with a stable, consistent and caring
environment. For young children, specifically toddlers and preschoolers, when a transition to
another program space is needed, the decision will be made in consultation with the family.
The scheduled transition from one classroom to another will take place over a minimum of one
business week and is determined by age, availability, and child’s personal development. When
the transition week has been scheduled the parents/guardians will receive a welcome letter
and daily schedule for the new classroom, a letter about their new teachers, and a transition
schedule. The following procedures will be implemented to ensure a successful transition:

1. The transition scheduled will be followed

2.The child will join the new classroom for morning activities for 1 - 2 days during the
transition week.

3.The child will join the new classroom for afternoon activities for 1 - 2 days during the
transition week.
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4. The child will join the new classroom for the full day on the last day of the transition
week.

5. The child will be enrolled in the new classroom.

7. At all times, the parents/quardians will be informed of the transition process prior to
implementation and how the child is handling the transition daily.

Transition schedules are unique to each child’s needs.

During the process, the parent(s)/guardian(s) and Classroom Leads of the respective rooms
are required to meet to discuss the child’s transition schedule, express ideas and thoughts,
review the new program, and collect a transitional packet which contains:

A letter from the new Classroom Lead

A schedule of the transition days and times for the child

A daily schedule for the new program

New registration form

Any other program specific information regarding the child’s new environment

Vs W

In order to assure accuracy, a written notice to the registration & billing manager is required
for changes such as: payment options, change in schedule and attendance, or things in which
a fee change would be applicable. Please allow up to 14 days processing for changes in the
program.

Please note that it is your responsibility to inform the registration & billing manager of any
changes. It is not that of the classroom staff. A Two-Week Written Notice Form is required to
be submitted for withdrawal from the program. Tuition payment is required during these final
two-weeks of registration, regardless of attendance. A Two-Week Written Notice Form can be
obtained by emailing the Registration Manager at mrobshaw@bangory.org. If a child is
unregistered from program and there are unpaid fees on the account, the parent/quardian is
responsible for paying the entire balance prior to the child’s last day of attendance in the
program. All fees are subject to change without notice.

State Licensing requires a written notice stating your intentions to withdraw from a program a
minimum of two weeks prior to your child(ren)’s last day.

CHILDCARE RATES FOR 2026

Rates effective through December 31, 2026
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Early Childhood Education

Toddlers 12-36 months | $345 $225 $181

Preschools 3-5yearsold |$304 $199 $133

Pre-K Before & After School Programs

Before School | Bangor Region YMCA $79 $56 $39

After School Bangor Region YMCA Veazie | $111 $73 $51
Community School

Combo (Before | Bangor Region YMCA $173 $129 $90

& After School)

Before School Program (K — 6 Grade)

Before School Bangor Region $79 $56 $39
YMCA

Before & After | Bangor Region $173 $129 $90

School Combo YMCA

After School Program (K - 6" Grade)

Bangor Bangor Region $m $73 $51
(*except for students | YMCA
from Fruit Street
School & Abraham
Lincoln School*)

N
N
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Fruit Street Fruit Street M $73 $51

School & School

Abraham Lincoln

School

Brewer Bangor Region $1m $73 $51
YMCA

Corinth Central $1m $73 $51
Community
Elementary
School

Veazie Veazie $1m $73 $51
Community
School

School Vacation Weeks

School-Age Vacation Weeks $234 $197 $161 $110 $66

Pre-K School Vacation Weeks $234 $197 $161 $110 $66

School In-Service Days & Snow Days (Pre-K - 6th Grade)
Cost is based on the program your child is already enrolled in.

Cost per Day: | $13 $40 $66

If your child is new to our program, there will be a one-time $25 registration fee.

2-Hour delay (Pre-K - 6th Grade)
Cost is based on the program your child is already enrolled in.
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Cost per Day: $12 $15

CHILDCARE ACCOUNTING/BILLING INFORMATION

Payment is due on the Monday BEFORE the service is given. Fees for all Child Development
Programs are based on enroliment, not attendance. To maintain a reserved space, your fee
must be paid during the absence of a child due to illness, holidays/in-service, or other
reasons.

Payments are automatically withdrawn from a checking or savings account, or a credit or
debit card on Mondays.

If the payment is returned, there is a nonrefundable $20 late payment fee in addition to a $25
bank fee added to your balance. You will receive an invoice, phone call, and/or email from the
Bangor Region YMCA. You will be given until Wednesday the week payment is due to bring
your balance current. If your balance is not paid in full by that Wednesday, your child will not
be allowed to attend child program until full payment is received. You will also be responsible
to pay the next week of childcare at that time. We are unable to hold spots for accounts in
arrears. If your child is held from attending due to lack of payment for one week, we will then
have the right to terminate childcare and offer the spot to another family on our waiting list.

Our Bangor Region YMCA Child Development Program accepts families who receive Aspire,
Transitional Care, and other State Subsidy programs. If you participate in one of these
programs, a copy of your award or coverage letter needs to be provided before your child’s
first day in program. You are responsible for any parent fees associated with your awards or
contracts and must ensure they are kept up to date and submitted to the registration
manager. If we have not received a copy before your child’s start date, or after an award or
contract is expired, you will be billed directly for each week of care until the letter is received.

NOTE: If you withdraw from one of our Childcare Centers with an outstanding balance, your
membership benefits could be put on hold, and you may not be eligible to enroll in
programming until your outstanding balance is paid.

Financial assistance is available for families who qualify. Financial assistance for families is
based on family income and personal circumstances is made available to all families that
qualify. If families are seeking financial support, they can make an appointment to meet with
the Membership and Registration Manager.
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Late fees will be charged for each child picked up after the scheduled closing time. Please be
considerate and pick up your child on time. We know that on occasion there may be an
emergency that arises. However, a late fee will be charged for late pickups after the second
offense at a rate of $1.00 per minute after the first 5 minutes. If you are going to be delayed,
please notify the YMCA immediately. We reserve the right to terminate services due to
continued late pickups.

STAFFING (REQUIREMENTS AND TRAINING)

Each classroom is staffed by a Lead Teacher, whose responsibility is the operation of that
program, including but not limited to the supervision of children and staff, program planning
and implementation, communication and parent/guardian relations. The Lead Teachers are
supported by additional staff based on the needs and size of the program.

The following requirements and qualifications were taken from the Rules for the Licensing of
Childcare Facilities for the State of Maine.

Director and/or Program Coordinator:

The Director and Program Coordinator shall be at least 21 years of age and meet one of the
following:

1 Degree in Early Childhood Education — Bachelor of Science/ Bachelor of Arts (BA/BS) in
Early Childhood Education; or

1 Degree and experience — an Associate in Arts/ Associate in Science (AA/AS in Early
Childhood Education and (3) years direct childhood experience; or

1 AA/AS and experience — AA/AS in a related field with (18) credit hours in Early
Childhood Education and (3) years direct childhood experience

1 BA/BS and experience — BA/BS in related field with (18) credit hours in Early Childhood
Education and (3) years direct childhood experience

1 Credential and experience — Child Development Associate (CDA) as awarded by the CDA
National Credentialing Program with (5) years direct experience, or

{1 Experience and training — (7) years of experience and (180) hour of training in healthy,
safe environments, child development; observations and assessment; developmentally
appropriate practice; guidance; relationships with families; individual and cultural
diversity or business and professional development; childcare, early childhood
education, topics related to operating a childcare facility; or other subjects related to
age or characteristics of children for whom care is planned.
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Directors and Program Coordinators of school-age childcare programs (After School Care) will
have a BA/BS in Early Childhood Education or closely related field such as elementary
education or recreation management or an AA/AS in Early Childhood Education or closely
related field such as elementary education, youth development, or recreation management
and (2) years of experience or meet requirements of a CDA or (7) years of experience and (180)
hours in above topics.

All staff must be at least (18) years of age.

All staff shall have a high school diploma or equivalent or is attending high school or enrolled
in a GED (General Education Development) preparation program.

All staff will pass a federal fingerprinting background check before starting in a classroom.
All staff shall demonstrate the following:

1 The ability and willingness to comply with all applicable laws and rules;
9 The ability to provide safe, compassionate services;
9 Ahistory of honest and lawful conduct
1 Inaddition, all staff will be required to have the following trainings:
0 CPR/ First Aid in infant, child, and adult
MRTQ Health and Safety training- yearly
Maine Early Learning Guidelines for Preschool Age (Preschool Staff)
Maine Early Learning Guidelines for Infants/ Toddlers (Infant/ Toddler Staff)
Caring for Infants/ Toddlers and their Families (Infant/Toddler Staff)
0 Mandated Reporter Training

(0]
(0]
(0]
(0]

Staff scheduled to work 20 hours or less per week must have 18 hours of training per year.
Staff scheduled to work more than 20 hours per week must have 30 hours of training per year.

Lead Teachers and Childcare Directors must have 40 hours of training per year.

Upon hire, immediate supervisors and the Childcare Director will orient new staff, including
volunteers, prior or during the first week of services in the following:

1 Rules for the licensing of childcare facilities
1 YMCA Employee Policy Handbook
1 YMCA Best Practices Handbook for Childcare Employees
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9 Firedrills and other emergency procedures

New staff members will have documentation of all service training prior to hire and submit this
documentation to the MRTQ State Registry. All current staff will show documented evidence
of on-going trainings through timely submittal of all trainings into the MRTQ State Registry.
Each staff member will be evaluated yearly on performance and will have documented
evaluations on file.

The Childcare Centers also provide staff with meetings at least four times a year with
immediate supervisors, Childcare Center wide staff meetings with the Childcare Director or
YMCA Senior Management, and YMCA organization meetings with the CEO. Staff also have
regular check ins with their classroom lead to address anything either party feels needs
improvement.

Volunteers and substitutes will be provided orientation to enable them to carry out their
assigned responsibilities.

PROGRAM STRUCTURE

Our staff to child ratio at Bangor Region YMCA Child Development Program:

Age Group Teacher: Child Ratio
Infants 0-12 months 1:4

Toddlers 12 months-2.5 years 1:5

Junior Preschool 2.5-3 1:7

Preschool/Pre-k 3- 5 1:10

School Age 5+ 113

These are the state licensing requirements. The staffing patterns in our Centers usually
exceed the minimum staff to child ratios.

If a child is going to be absent from a Bangor Region YMCA Child Development program,
parents/guardians must notify the YMCA as far in advance as possible or at minimum by
9:00am the morning of care via the ProCare App, telephone call or via email.
Parents/guardians of Early Childhood Education children are encouraged to drop children off
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before 9:00 AM. After one week of unexplained absences, we reserve the right to terminate
services and fill your spot with another child.

If your child has any contagious conditions, let us know via ProCare, even when they occur
over the weekend. Please let staff know about extended absences. After one week of
unexplained absences, we reserve the right to terminate services and fill your spot with
another child.

For families who receive state financial aid they are required to attend the days awarded by
the state and they must inform the YMCA of any absences, and the reason for such absences.
CCAP (Childcare Affordability Program) is the state subsidy that requires we track this
information. It recognizes the following as approved reasons for a child’s absence from a
Child Care Provider's program which may include, without limitations:

1 Federal/State holidays

¢ Parental vacation days

1 Inclement weather defined by a snow day when local schools are closed

1 lliness of the child or other immediate family member

1 Appointments

1 Transportation issues that affect the parent’s ability to transport the child to care
1 Family visitations

1 Family emergencies: including but not limited to surgery, medical treatments, or
accidents

1 Events affecting the family, including but not limited to fires, storms, or accidents

9 Ifyou are registered for full time program your child needs to attend between 30-50
hours per week.

1 Ifyour child is registered for part time program your child needs to attend between 1-
29 hours per week.

1 Ifyou are unable to ensure your child attends the minimum required hours, they will be
removed from our programs.
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Arrival and departure are important times for teachers and parents/guardians to connect.
According to the Maine State Department of Health and Human Services, daily attendance
records for both children and teachers must be recorded daily at the time of arrival and
departure. Therefore, teachers must document the time of arrival and/or departure each day
in ProCare.

To ensure the safety of all participants the following procedures and policies will be upheld.

1. Children must be brought into the Center and to the assigned classroom by a caregiver,
guardian, or authorized pickup. The adult must make contact with the teachers in that
room before leaving their child.

2. Once achild is dropped off, a teacher from that child’s classroom will sign the child into
our ProCare system immediately.

3. Throughout the day, whenever the class moves between spaces in the
building/outside/bussing/etc. a teacher will transfer themselves and their class into the
space.

Authorized pickups are individuals who are 18 or older and are permitted to pick up and be
responsible for a child. These pickups are designated when enrolling a child in a YMCA Child
Development Program and pickups are updated, in writing, any time changes need to be
made. Inthe event that written notice is not possible, parents/quardians must advise the
YMCA as soon as possible by ProCare and telephone. When the escort arrives, they will be
required to submit a photo ID for verification purposes. YMCA teachers are not permitted to
release children to anyone not designated in ProCare by a parent or caregiver.

Any parent/guardian or authorized pickup who is perceived to be under the influence of
alcohol, mind altering substances, or does not appear to be in a competent state of mind will
not be allowed to pick up the child/children. If a parent/guardian or authorized individual
arrives to pick up children and appears to be under the influence of alcohol or drugs, Center
Staff will request the local police evaluate the person to determine fitness to drive. If the
individual removes the child from the facility before a police evaluation, the Center Staff will
immediately notify the police of their concerns.

The Daily Schedule at the Bangor Region YMCA is available posted in each classroom with
times specific to each room. Individual schedules are specific to the individual needs of each
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classroom and age group and may be updated to meet children’s needs as well as
programmatic needs. There are times when unexpected daily changes occur, and teachers will
alert families when this occurs.

When the changes occur, teachers will send the update to each enrolled family and the
updated schedule will be posted in the classroom.

New families will be given a copy of the most current schedule in the Welcome Packet upon

registration.

6:30 - 8:00am
8:00-9:00am
9:00 -9:30am

9:30 -11:30am

11:30am -12:30pm

12:30 - 2:30pm

2:30-3:00pm
3:00-4:00pm

4:00-6:30pm

6:30 — 8:15am
8:15 - 8:30am
8:30 - 9:30am
9:30 -10:30am
10:30 - 11:00am

11:00 —11:30am
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Typical Toddler Daily Schedule

Arrival and open play

Outside time

Morning Snack

Floor-time play. Toys and objects available to explore.
Lunch

Rest or Quiet Play based on the individual needs and age of
the child

Afternoon Snack
Qutside time

Floor-time play and departure.

Typical Preschool Daily Schedule

Arrival Time and Open Activity Centers
Morning Snack

Centers + Small Group Activities
Outdoor Time

Circle Time/Story

Lunch
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1:30am -1:30pm Rest Time & Quiet Activities

1:30 - 2:30pm Outdoor Time

2:30 - 3:00pm Afternoon Snack

3:00 - 3:15pm Circle Time/Story Time

3:15-6:30pm Centers/ Small Groups/Free Play & Pick Up
2:30-3:15pm Students Arrive (dependent on schools)

3:20 — 4:15pm Healthy Snack

4:00 — 4:45pm Choice Time Activities & Enrichment or Outdoor Health &

Wellness Activities

4:50 - 5:20pm Choice Time Activities & Enrichment or Outdoor Health &
Wellness Activities

5:30 - 6:00pm Clean Up/Small Group Games

Children should dress in comfortable play clothes that are weather appropriate. We strongly
encourage shoes that support active play. Children often soil their clothes when eating,
playing, and participating in program activities. As such, spare sets of clothes must be sent
each day or left in your child’s classroom. Please label all clothing with your child’s name.
Please do not inhibit your child by dressing them in clothes that should not get stained, dirty,
or messy.

State law requires that children attending all day must be given access to the outdoors at
least one hour each day, weather permitting. This will include the winter months so please
make sure to send boots, mittens, hats, and snow pants when needed.

We believe that potty training should be an empowering endeavor for each child. We
understand that it can be a lengthy process at times and that can be frustrating for children as
well as parents/guardians. We feel that it is our position to support the child and the family
routine using encouragement and keeping in constant communication with progress updates.
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Parents/quardians are required to supply the items necessary for their child’s level of potty-
training development (wipes, diapers, pull-ups, underwear, and full changes of clothes
including socks and shoes).

Potty training can be both a terrifying and exciting transition for everyone involved. We
believe potty training needs to be a consistent practice with the home and school but must be
introduced at home in the care of people the child knows best. At the point in which the child
is ready to bring training to school, we, as a staff, would become a support system to
encourage the routine you, as parents/guardians, have already established at home. Please
know licensing requires us to follow a child’s lead and we cannot force a child to use the potty.
Also know that we use the proper anatomical terminology for the body. If you have concerns
regarding this, please see your lead teacher.

*Some parents/quardians choose to start the process by implementing a sticker chart or small
reward system we are more than happy to continue during the school day. We do ask,
however, that you refrain from sending in candy or food as a reward.

Watching for signs of readiness is the first step to this transition and we will communicate
when/if we see your child displaying any of these signs or an interest in the potty. Please
know that children develop at a different rate, so one child may go right into “big kid undies”
while another child may regress and want to be back in diapers. All of this, and everything in
between, is developmentally appropriate and to be expected. Also, the school
day/environment is very different from home. Your child may have a different level of success
at school than at home and that is perfectly normal.

Each day our routine is to offer potty several times throughout the day to the children in
diapers. If the answer is affirmative, then the potty is introduced. We understand the potty
may not actually be used at this time, but creating a feeling of safety and patience is
important. If the potty is used, then the staff will carry through with the routine that has been
established at home. Children often use the potty and soil their diaper too, and this is okay.
We do not support shaming, treating with anger, or responding with frustration as this is a
time for learning and exploration.

When the child is ready for underwear, teachers and parents/guardians will have a
conversation. It is imperative that the routine between home and school be consistent and
that communication between parents/guardians remain constant.

There are a few items that would help this time be more successful for your child:

1. Loose fitting clothing that enhances the independent skills of the child’ please
no overalls belts, undershirts with snaps between the legs, or big fluffy dresses
that your child cannot maneuver around.

2. Five (5) to six (6) pairs of underwear.
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3. Four (4) changes of clothes including socks (after 3 accidents, will returnto a
pull-up/diaper)

4. An extra pair of shoes (crocs or washable canvas are perfect).

5. Please let the teachers know if your child is training sitting down or standing
up.

6. Asupply of pull-ups for nap time (we understand that nap time and nighttime
may take a little longer).

Program teachers do not rinse or wash soiled clothing. Our practice is to bag items and place
them on a hook to be sent home at the end of the day.

We understand that this can be a time of frustration, full of perceived progress and

regression. Each child will train at their time and not before, regardless of our schedule. This
transition is often easiest when the child is ready. We can help facilitate this process in the
most caring, consistent way' without pressure. Potty training should be a positive
experience for everyone involved.

We understand that children like to bring their favorite toys from home to show to their
friends. However, problems can arise because sometimes children do not like to share their
toys. Toys may become broken or lost, or the toys may not be appropriate for a classroom
setting.

Technology is a necessary part of our daily lives. There is a distinct difference between
technology that can be helpful in the classroom and technology that is harmful. Technology
that allows for educational development and active engagement will be incorporated as
appropriate in the classroom. TV and other electronic media can get in the way of exploring,
playing, and interacting with others, which encourages learning, healthy physical and social
development. Screentime is defined as time spent in front of /looking directly at/watching a
screen. Therefore, the Child Development Program has chosen to adhere to the following
rules for screen time in the classroom.

Under 2.5 years

Screen time is not permitted.

2.5-4 years

Screen time for educational videos, mediative or fitness activities are permitted for a
maximum of 10 minutes per day. These activities are to be intentional and tie into the
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curriculum. These videos should educate the child beyond what the teacher is able to
do within the classroom.

Up to 90 minutes a week of screen time is permitted for a special occasion. This
screentime must be preapproved by the Director and families must be notified of its
occurrence.

4 years+ (School-Age)

Screen time for educational videos, mediative or fitness activities are permitted for a
maximum of 20 minutes per day 2x a week. These activities are to be preapproved by
the director and linked to the curriculum. These videos should educate the child
beyond what the teacher is able to do within the classroom.

Up to 120 minutes a week of screen time is permitted for a special occasion. This
screentime must be preapproved by the Director and families must be notified of its
occurrence.

Screen time to complete homework is permitted for the child completing the
homework. Screen time for homework will be monitored by teachers and the child must
sitin a space where their activity can be directly monitored.

For all ages

Computers or tablets from home are not permitted unless preapproved and they are
exclusively for homework, or to support a disability/communication need.

Our normal daily routine does not include electronic media (television/TV, video, DVD)
viewing or computer/tablet use.

The Bangor Y Child development program is phone free and does not allow the use of
cell phones by children/youth.

Families can OPT-OUT of screen time for their child, please reach out to management
to do so.

The State of Maine licensing rules and regulations require each full day classroom serving
children under five years old to observe a rest time. Children will be allotted a rest time in
which the classroom is darkened, curtains are drawn, and a cot or appropriate bed is assigned
and accessible to them. The duration of rest time will be age dependent with the longest
duration for the youngest children. Children ages 1-2.5 will have a three-hour rest time,
children 2.5-3 will have a 2-hour rest time and children 3-5 will have a one-and-a-half-hour
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rest time allotted to them. Before and after the rest block the classroom will resume its normal
noise and light level. Each classroom has a daily schedule that specifies the rules and the time
of day rest time occurs. For older children this is an opportunity for them to rest their bodies.
Sleep is not required. Infants and Toddlers (1-3 years) sleep as their body requires it,
whenever they require it. We will not wake an Infant or Toddler within their scheduled rest
period unless for an emergency; children need to follow their own sleep patterns. Preschool
(3-5) has a required 1-hour rest time, during that time we will not wake a child unless for an
emergency.
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Families are asked to provide bedding (blanket/sheet) for their child not to include
more than one stuffed animal. These items will be sent home weekly to be washed
and returned.

Cribs, pack n’ plays, and mats will be separated by two feet. Cribs and pack n’ plays
will have three sides accessible at all times.

Cots, cribs, and pack n’ plays used by an infant or toddler will be cleaned and
sanitized between used by different Children, when contaminated, or at a minimum
of once per week.

All cribs and Pack n’ plays will be fit with a snug fitting sheet. This sheet will be
provided by the parent or guardian. If a snug fitting sheet is not provided by the
parent or guardian the program will attempt to provide one for the Child using
spares. The parent/quardian will be messaged to remind them that the child did not
have a sheet. In the event a child does not bring a sheet and the Bangor YMCA does
not have a spare the parent will be called to bring one in.

Cribs and Pack n’ plays, will be washable. Mats will be waterproof.

All cribs or Pack n’ plays will meet the Youth Product Safety Commission (CPSC)
safety standards and will be available for infant’s ages 6 weeks to 17 months old.

No crib shall be used for more than one Child at a time.
Multi-decked cribs will not be used.

Each crib will have a waterproof, firm, snug fitting mattress which will be
positioned within two finger widths on all sides of the crib frame. Each pack n’ play
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will be used with its original mattress or a replacement specified by the
manufacturer, only.

T Cribs/pack n’ plays will be used as the manufacturer recommends
1 Packn’ play straps will be secured if they are present.

1 Devices of any type that restrict the movements of Children will not be used in
cribs.

1 Toys including mobiles and other types of play equipment that is designed to be
attached to any part of the crib will not be used.

-
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