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|| In keeping with the mission of the Club, our purpose is to provide appropriate before/after
| school and evening programs to provide all youth and teens residing within Chicopee a
| place to reach their full personal and social potential. All those associated with the Club
agree to practice safe and fair play in accordance with the following Club objectives.

| OUR MISSION STATEMENT
| The Boys & Girls Club of Chicopee is to enable all young people, especially those who
need us the most, to reach their full potential as productive, responsible, caring citizens.

STATEMENT OF PURPOSE
The Boys & Girls Club of Chicopee is, and has always been, committed to the physical,
educational, emotional, social, recreational and vocational development of youth, with

|| special interest for the disadvantaged, without discrimination. Boys & Girls Club programs
and services promote and enhance the development of boys and girls by instilling a sense

| of competence, usefulness, belonging and influence.

1 STATEMENT OF NON-DISCRIMINATION
| The Boys & Girls Club of Chicopee is an Equal Opportunity Employer and follows a
' ‘ practice of affirmative action promoting equal employment opportunity. The Club does
| not discriminate on the basis of race, color, age, marital status, gender, creed, sexual
| orientation, disability, ethnic or national origin, religion or disable veteran status and is
| operated and managed in accordance with the principles embodied in Title VII of the U.S.
| Civil Rights Act of 1964.

| OUR FOUR CORE VALUES

| To ensure that our members, colleagues, volunteers, and investors are always our main

| priority, we commit to these core values:

| = Integrity: We are authentic, honest, and transparent; we strive to do the right thing

| every day; we use our moral principles to guide us.

'+ Safety: We make our members’ safety our main priority; we take responsibility for our
own safety and for those around us; we strive for protection from danger, risk, or
injury.

Commitment: We excel in service delivery; we rigorously measure impact; we work
to continuously improve ourselves and our organization.

Respect: We treat others with respect and gratitude; we honor diversity and
inclusion; we embrace alternative ways of thinking.

| SoME THINGS TO REMEMBER:
' Respect yourself & others
Play fairly & safely
Practice good sportsmanship
Avoid inappropriate language
Say only good things about others
Enlist a Club staff member to help resolve disagreements in a positive way
Be respectful of others’ property & belongings
Refrain from bringing or consuming tobacco, drugs, alcohol and weapons on Club
property
Take care of your Boys & Girls Club facility, grounds and equipment
Always keep your hands to yourself
HAVE FUN!
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' SCHOOL VACATIONS & HALF SCHOOL DAYs

| New Years
| e Wednesday, January 1

Veterans DaI\(I
e Monday, November 11 Good FrldaR'
o Friday, April 10
Thanksg lvm%:
e Thursday-Friday, November 28-29 Memorial Day
- e Monday, May 25
Christmas

C.A.S.P.E.R. members will be allowed to attend the Club from7:30am to 6:00pm on school
vacation days for an additional fee. All vacation programs will take place at the main Club at
580 Meadow Street. If school is in session and dismissed early, all C.A.S.P.E.R. members will be
brought to the Club for pick up. Parents are asked to make arrangements to pick up their children as
soon as possible for safety reasons of the children and Club staff.

| Drop-In Members will allowed to attend the Club Monday, Wednesday, Thursday and Fri-

day from 2:30-5:00pm on school vacation days and half-days of school. Drop-In members

| may sign up for full vacation week programs for a full vacation week fee. See the Admis-

sions Coordinator for additional information regarding vacation week sign-ups; advance sign
-up is required for attendance.

Field Trips may be offered during vacation weeks for an additional cost. Please provide your
child with a lunch!

INCLEMENT WEATHER PoLICY
C.A.S.P.E.R. members will be transported to the Club in the event of early dismissal. The
Club will remain open until the last child is picked up. The Boys & Girls Club of Chicopee

' reserves the right to close early should weather conditions worsen. Parents will be notified by

phone and given a reasonable amount of time to pick children up. If unsure, please call the

| Club.

All Drop-In programs will be closed in the event of early dismissal due to inclement weath-
er.

| The Boys & Girls Club will be closed if the Chicopee Public Schools are closed due to in-

clement weather.

Please check the following to stay updated on cancellations or delays:
e BGCC Facebook page

e Local news stations

e BGCC Text Communication Program

HOLIDAYS AND PROFESSIONAL DEVELOPMENT CLOSING DAYS:
HoOLIDAYS & PROFESSIONAL DEVELOPMENT
The Club is closed on the following scheduled holidays during the school year:

Labor Day

. Monday, September 2 Martin Luther King

e Monday, January 20
Columbus Da
o Monday, October 14 Presidents Day

¢ Monday, February 17

o Wednesday, December 25

Professional Development
e Friday, October 26

Professional Development
e Friday, June 14
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ABSENTEEISM/SICKNESS POLICY
Children cannot attend the Boys & Girls Club if they have not attended school on that current
day for any reason. We request that parents do not send their child(ren) to any programs if
they are sick. If your child becomes ill, you will be notified to pick up your child. If your child
is going to be absent, we request that you notify the Admissions Coordinator and always leave
a message if you reach voicemail. If you have not notified us of your child’s absence, we will
call you.

FLu PoLicy
Flu-like illness is defined as fever, plus one or more of the following:
e Cough

e Sore throat
¢ Runny nose

Il The Boys & Girls Club of Chicopee will manage the consequences of an outbreak of the

flu by implementing the following with all persons, including but not limited to all Club
employees, members and volunteers:

Key steps to ensure everyone remains healthy:

e Frequent hand washing with soap and warm water or the use of alcohol-based
and sanitizer.

e Cover coughs and sneezes with a tissue, or practice the habit of coughing or
sneezing into one’s inner elbow if tissues are not available. Individuals should wash
their hands or use hand sanitizer.

o Stay away from people who are coughing or sneezing.

o Stay home if sick.

Should an individual have flu-like symptoms, they will be sent home and remain home for
seven (7) days as required by the Commonwealth of Massachusetts Department of Public
Health to help keep the flu from spreading.

ADMINISTRATION OF MEDICATION

All children who require medication administration during program hours shall be required to
have an Individual Health Care Plan (I.H.C.P). An I.H.C.P ensures that a child requiring
medication receives health care services he or she may need while attending the program.
L.H.C.P forms must be completed by a licensed health care practitioner. No medication,
whether prescribed or not, shall be administered to any child without written permission from
both the parent and licensed physician.

An LH.C.P must include the following:
o description of the chronic condition, diagnosed by a licensed health care practitioner
description of the symptoms of the condition

outline of any medical treatment that may be necessary while the child is in care
description of the potential side effects of the treatment

outline of the potential consequences to the child’s health if the treatment is not
administered
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Children’s After School Program for Education and Recreation (C.A.S.P.E.R.) is the
Club’s before and after school program. Licensed by the Department of Early Education
and Care, the C.A.S.P.E.R. program is designed to provide morning and afternoon
childcare every day for children ages 5-12. The Club provides quality programming to its
members, focusing on relationship building, community opportunities, life skills, and
more.

| C.A.S.P.E.R. Before School Program hours:
Monday - Friday 6:30 — 8:30 am
**Children must arrive by 7:00am for transportation purposes**

C.A.S.P.E.R. After School Program hours:
Monday - Friday 2:30 — 6:00 pm

PROGRESS REPORTS
' All children registered for the C.A.S.P.E.R. Program will receive a Child Care Progress
Report in January. The report will outline your child(ren)’s progress with his/her cognitive,
| social, emotional, fine motor, gross motor, and life skills, as well as areas that need
improvement, while at the Boys & Girls Club of Chicopee. These reports will be placed in
each member’s files. Copies are available upon request. Please note that while we are a
licensed childcare organization, we are not licensed as Massachusetts educators or
physicians and therefore this progress report is solely based on our observations while
your child is in our care.

VOUCHER DAY CARE ATTENDANCE PoLICY

All families who receive child care subsidies from New England Farm Workers Council
are subject to their attendance policy. Excessive absences may result in the termination of
your child care subsidy. Please refer to the New England Farm Workers policy for details,
or contact them at 413-272-2207 with any questions.

C.A.S.P.E.R. DroP OFF & Pick Up PROCEDURE

Parents/Guardians 18 years of age or older must walk their child(ren) into the building
during the before school program and vacation and sign them in. In addition, Parents/
Guardians 18 years of age or older must pick up their child by 6:00 pm, and provide
positive I.D. each time at pick up. If a positive I.D. is not provided, child(ren) will not be
released.

C.A.S.P.E.R. TRANSPORTATION

Transportation is available to and from the Boys & Girls Club of Chicopee’s from
Stefanik, Lambert Lavoie, Barry, Belcher, Striber, Bowe, Litwin, Fairview Elementary,
Dupont Middle and Bellamy Middle Schools. Transportation is provided by Five Star bus
transportation. No transportation is available to/from Bowie.

C.A.S.P.E.R. PROGRAM FEES

' Before School Program: $45.00 weekly

| After School Program: $85.00 weekly
Vacation Weeks: $168.00 weekly
Transportation Fee: $30.00 weekly
| Membership Registration Fee: $30.00 per child annually (Sept - Aug)
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Youth Drop
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TEEN DROP -IN MEMBERSHIP (AGES 13 - 18)

The Boys & Girls Club of Chicopee’s Teen Drop-In Program is open to children ages 13— 18
years old. The Club provides recreational activities to children in the Greater Chicopee
community to promote college readiness and career development. We help youth create
aspirations for the future, providing opportunities for career exploration and educational
enhancement. We provide our members with homework help, reading club, college
discussions and visits.

Please note: supervision is provided inside the Club only; members should stay within the
supervised program areas. Membership is required in order to participate in any of the Club’s
programs.

Teen Center After School Program Hours (located @ 664 Meadow St.):
Monday- Friday: 2:30pm - 5:30pm

Teen Night Evening Program Hours (located @ 580 Meadow St.):
Monday, Wednesday, Friday: 6:00pm-8:30pm

FEES:

' e« Membership is $30.00 for the program year

« Transportation to the Club after school is not provided for the Youth Drop-In Program. Par-
ents are responsible for transporting their child(ren) to the Club.

e FREE Membership for Chicopee Village Townhomes & Chicopee Housing Authority resi-
dents are available for the after school drop-in program

OPEN DOOR PoLicy
The Boys & Girls Club of Chicopee has an Open Door Policy for all Drop-In Members. The
policy allows members to come and go at any time during Club’s operation hours. Staff
members, under normal circumstances, are not allowed to prohibit a member from leaving
the facility. Thus, it is the responsibility of the child AND the parent/guardian to determine,
understand and enforce whatever arrival and departure methods they see fit. We recommend
that you and your child set some firm rules about leaving the club, visiting friends in the
neighborhood, going to the store, etc. The Boys & Girls Club of Chicopee reserves the right
to prohibit a member from entering the facility, should coming and going become excessive
on any given day. Members should NOT be dropped off prior to the opening of the facility,
as the Club cannot be responsible for the supervision of such youth. Members cannot
articipate in any Boys & Girls Club activities if they have not attended school on that
current day for any reason.

All programs offered by the Boys & Girls Club of
Chicopee are subject to change due to
attendance, participation and availability of
instructors. Please be aware that the Boys & Girls Club of Chicopee is in the middle of con-
| struction and reserves the right to close programs to drop-in members if needed.
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Procedures

Payment
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I Massachusetts Department of Elementary & Secondary Education. Monthly snack and din-
|| ner menus are posted on the bulletin board in the lobby and are subject to change.

In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil
rights regulations and policies, the USDA, its Agencies, offices, and employees, and
institutions participating in or administering USDA programs are prohibited from
discriminating based on race, color, national origin, sex, disability, age, or reprisal or
retaliation for prior civil rights activity in any program or activity conducted or funded by
USDA.

AFTER SCHOOL SNACK PROGRAM
All after school snack programs are funded by the U.S. Department of Agriculture and the i

Persons with disabilities who require alternative means of communication for program
information (e.g. Braille, large print, audiotape, American Sign Language, etc.), should
contact the Agency (State or local) where they applied for benefits. Individuals who are
deaf, hard of hearing or have speech disabilities may contact USDA through the Federal

i Relay Service at (800) 877-8339. Additionally, program information may be made available
| in languages other than English.
|

To file a program complaint of discrimination, complete the USDA Program Discrimination
Complaint Form, (AD-3027) found online at: http://www.ascr.usda.gov/

complaint_filing cust.html, and at any USDA office, or write a letter addressed to USDA
and provide in the letter all of the information requested in the form. To request a copy of
the complaint form, call (866) 632-9992. Submit your completed form or letter to USDA by:

|

|

| (1) mail: U.S. Department of Agriculture

i Office of the Assistant Secretary for Civil Rights

1 1400 Independence Avenue, SW -

i Washington, D.C. 20250-9410;

| @) fax: (202) 690-7442; or |
(3) email: program.intake@usda.gov. % '

This institution is an equal opportunity provider.

EVENING DINNER PROGRAM

All registered teen members attending our Teen Night program have the option to receive a
nutritious meal prepared by our very own Dinner Club! Come in and have dinner with
friends!

15
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. Disciplinary action may include, but is not limited to, the following:

o Contacting the proper authorities

. INCIDENT REPORTS

' notice describing the situation and how it was handled. We require parent/guardian

' for themselves. Incident reports must be signed in order for the child to return. If it is
| determined that a child has received excessive incident reports for any reason, it may

. result in suspension or removal from the program. Such determinations will be made on
| a case by case basis and discussed with the parent/guardian.

- and involvement as the parent/guardian is vital to our success as youth develop-

The Boys & Girls Club of Chicopee strives to keep the consequences for unacceptable ‘
behavior clear, appropriate and timely. The safety of all members is of utmost |
importance to us. Any member who disrupts programs or creates a dangerous situation ‘ |

will be disciplined appropriately. Members who do not follow rules can expect to lose

privileges and face consequences. First time offenses are never excused as such and will _
be handled based on their severity. Parents will be called to remove any member who |
fails to correct his or her disruptive behavior and/or is behaving in an aggressive or i
violent manor that creates a dangerous situation for themselves or others.

Verbal counseling and mentoring

Time-out

Suspension from program area

Loss of Club privileges

Suspension (one day to two weeks)

Indefinite suspension (until the situation can be resolved or the parent/guardian is
consulted)

Expulsion (i.e., permanent suspension)

TOST

In the event of continued misbehavior, a child’s parent/guardian will receive a written

signature on a copy for the child’s file; parents/guardians are provided an additional copy

It is important that parents/guardians are aware that we may not send an incident report
for every issue. We do handle each situation as youth development professionals, and
work our best to mentor each child through redirection tools and coaching tactics before
recording an incident report. With that, you may receive an incident report informing you
that our efforts have not been successful and your intervention is needed.

Members are expected to respond to discipline without incident. Failure to do so will
almost always increase any action taken and time of severity. In addition, staff members,
though well trained and experienced, so please contact the Club if you have any ques-
tions at all concerning disciplinary measures or any other Club activity. Your support

ment professionals.

104 2urrd

Please be aware that the Boys & Girls Club of Chicopee has a zero tolerance policy for
any physical altercations or bullying.
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Anti-Bullying Policy
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IMPORTANT TRANSPORTATION POLICY INFORMATION

Please discuss this information with your child(ren)

TRAFFIC FLOW PLAN

For the safety of the children and to help keep the flow of traffic smooth, the Boys & Girls
Club of Chicopee has instituted a traffic flow plan. The Club parking lot is lined with
traffic arrows as a reminder that you must enter the parking lot on Meadow Street and exit
on McKinstry Avenue. Please stop at the stop sign before exiting the parking lot and make
sure that no children are in the cross walk.

TRANSPORTATION PoLiCY

Any member riding Chicopee Public School transportation or Boys & Girls Club
transportation are expected to ride without incident. Members must sit in their seat and
fasten thejr seatbelt when available as soon as they enter the bus/van and must remain
seated and/or fastened for the duration of the ride. The driver or monitor will tell members
when they may unfasten their seatbelts and stand up to begin departure.

A few examples of expectations are:
o keeping voices at a reasonable “indoor” level
keeping hands/feet to themselves
remaining courteous/respectful to all members and staff at all times
no destruction of transportation in any way
no opening windows without permission

Please also keep in mind that our cell phone/electronics and personal property rules apply
on transportation and while waiting the arrival of said transportation.

Member safety is our first priority. Members who violate any safety and/or behavior ex-
pectations will receive a written warning. Any member who receives 2 written violation
warnings will no longer be allowed transportation, leaving parents/guardians to find alter-
nate transportation. Any such offense that is considered to be of extreme nature by staff
will not require 2 warnings prior to permanent removal from the van.
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[ | i |
1 PERSONAL BELONGINGS ‘ |
| All personal belongings brought to the Club by a member are the responsibility of that ‘

"! youth. The Boys & Girls Club is not responsible for lost, damaged or stolen items.

Please discourage your child from bringing anything to the Club that is not completely
| necessary, especially money. Please note that we do not allow children to bring toys,
trading cards, electronics, etc. this helps alleviate many issues. Necessary items such as
backpacks and jackets should be clearly marked with member’s name.

|

|

| LosT anD Founp

II Lost and found items are kept for a period of two weeks and any item not claimed are

given to charity. The Boys & Girls Club is not responsible for lost or stolen items.

DRrEss CODE OQ

Members should dress comfortably and wear clothes that allow them to participate in

| typical Boys & Girls Club programs. Socks and shoes are always recommended. Club

| members may not be given the opportunity to participate in certain activities if

‘ open-toed shoes are worn. Tennis, walking shoes or sneakers are required when

| participating in gymnasium activities. At the beginning and end of the program year, if
weather is hot, we may have our spray park open, please send your child with a change
of clothing, towel & water shoes, in order to play in the water if they wish. Appropriate

| swim wear is required at all times. For safety reasons only one piece bathing suits, swim

shirts and trunks are allowed. No bikinis or tankinis permitted! During the winter and

| colder weather, we may play outside, please be sure members have clothing appropriate

(| for snow (including boots & a change of shoes). Inappropriate clothing of any kind is

| NOT allowed in the Club. Members wearing clothes that are too short, too tight or too

| revealing in any way, or clothes that are questionable or have distasteful advertising will
be asked to change or leave immediately. In addition, children wearing excessive jewelry

. and clothing with strings may be asked to remove such items before participating in

1 activities. This judgment will be solely to the discretion of the Club staff.

INCIDENT/ACCIDENT REPORTS:
In the event of misbehavior, accident/injury involving your child, you will receive a

| written notice describing the situation and how it was handled. We require that you sign
a copy for your child’s file and you are provided a copy for yourself. Incident reports

' MUST be signed in order for your child to return to the club. If it is determined that your
child has received excessive incident reports for any reason, it may result in suspension
or removal from the program. Such determinations will be made on a case by case basis
and discussed with the parent/guardian.

CELL PHONE AND ELECTRONIC DEVICE USE PoLicY

The use of cell phones and electronic devices in the Club is NOT allowed. There have been inci-
dences of inappropriate use of mobile devices; including but not limited to, pictures/videos be-
ing taken of other members and watching inappropriate videos. There will be consequences for
children who refuse to put away such items or refusal to give them to program staff. To protect
the privacy of all members, we reserve the right to confiscate any cell phone or other electronic

device that could be used inappropriately. Cell phones and electronics will be confiscated until H 0

dismissal and returned to parent/guardians at dismissal time. Parent/Guardians who need contact
their child(ren) during program hours may call the membership reception desk.
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Why Boys & Girls Clubs?

Boys & Girls Clubs are a safe place to learn and grow — all while hav-
ing fun. It is the place where great futures are started each and every
day.

In every community, boys and girls are left to find their own recrea-
tion and companionship in the streets. An increasing number of chil-
dren are at home with no adult care or supervision. Young peo-
ple need to know that someone cares about them.

Boys & Girls Clubs offer that and more. Club programs and services
promote and enhance the development of boys and girls by instilling
a sense of competence, usefulness, belonging and influence.

BOYS & GIRLS CLUB
OF CHICOPEE

580 Meadow Street
Chicopee, MA 01013
Phone: 413-592-6707

Fax: 413-594-4976

E-mail: info@bgcchicopee.org

GREAT FUTURES START HERE.

2 Like us on
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BOYS & GIRLS CLUB
OF CHICOPEE

580 Meadow St
Chicopee, MA 01013
P: 413.592.6707

PARENT/GUARDIAN HANDBOOK SIGNATURE PAGE

Dear Parents and Guardians,

In our 2019-2020 Program & Policy Guide, you will find all pertinent information related to
the success and well-being of your child(ren) during your journey with the Boys & Girls Club
of Chicopee. Please review it carefully along with your child(ren) in order to familiarize
yourselves, and keep it available for your reference. If you have any questions, we will be
happy to assist you.
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I acknowledge that I have received the Boys & Girls Club of Chicopee’s 2019-2020
Program & Policy Guide.

Child 1 Name: First & Last (PLEASE PRINT)

Child 2 Name: First & Last (PLEASE PRINT)

Child 3 Name: First & Last (PLEASE PRINT)

Child 4 Name: First & Last (PLEASE PRINT)

Parent/Guardian Name (PLEASE PRINT)

Parent/Guardian Signature

Date







