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Admission Agreement 
     
Revised 6/14/2011 

 
 
 
 
 

1.) Admission Policy: BGCSACC is a service offered to working parents and students only, and 
reserves the right to accept or deny admission to any child based upon our staff’s ability to 
provide adequate services which will meet the needs of each child enrolled.  Parents should 
meet with the director of the program to discuss their child’s specific needs prior to submitting 
a registration packet.  Within these limits, program availability is run on a first come, first serve 
basis with both pre-registration and pre-payment (first month of child care plus a current club 
membership) required.  The Boys & Girls Club also holds a one-month probationary period for 
each child in order to help us determine whether or not our program can sufficiently meet the 
new client’s needs.  No child will be permitted to attend the program until the director has 
received the appropriate paperwork and accompanying payment. 
 

2.) Philosophy: To provide an atmosphere and staffing that is open, sensitive, and consistent.  
Our desire is to be a safe place in which the children can learn to be creative and respectful (to 
both peers and adults), as well as learning appropriate behavior in group settings and 
specialized programming skills that will enhance each child’s growth.  The goal of our School-Age 
Child Care program is to: 
 

 Provide a safe and consistent environment and staffing  

 Carefully conduct staff selection, hiring only individuals who can relate well to all age  
 groups and who will exemplify the personal qualities that parents would want their  
 children to emulate.  All staff members have a mandatory background check. 

Provide opportunities for staff training in the areas of children’s growth and   
 development processes, emotional and physical needs, and teaching/problem    
 management skills 

Build self-esteem, self-awareness, pride, and expectations among youth involved in the  
 program 

Offer love, warmth, acceptance, understanding, and encouragement at all times 

Encourage participation in developmentally appropriate activities using positive  
 reinforcement 

Reinforce the principle that trial and error can be used as a learning tool 

Provide outlets for creativity and opportunities to demonstrate responsibility as well as   
 task completion 

Offer a balance of physical and intellectual activities (group and individual) 
 

Children are grouped according to their age whenever possible.  There are large group 
activities in which all ages are combined.  Activities are designed to enhance individual growth 

as well as a sense of teamwork. 
 
  

 

The Boys & Girls Club School-Age Child Care program (to be referred to as “the program” or BGCSACC in this 

packet) is a service operated by the Boys & Girls Club of Western Broome Family Center, a non-profit organization.  

This program is intended for working parents and students, and is licensed with the New York State Office of Child 

and Family Services, pursuant to Section 414, which defines regulations for all school-age childcare providers. 

The Boys & Girls Club of Western Broome Family Center will not discriminate on the basis of race, gender, 

religion, current medical condition, or national origin.  See state regulation 414.4. 
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3.) Basic Services:   The School-Age Child Care program will provide the following services.   
  

a.) Instructional Staff: will be hired and carefully screened in accordance with NYS DSS 
requirements. 

 
b.) Supervision: BGCSACC will maintain a ratio of 1:10 for children ages 9 and 

younger, and 1:15 for children ages 10 through 12.  At no time will 
children be left without competent supervision during their stay at the 
club. 

 
c.) Support Staff: In order to ensure the safety and well being of the children 

involved in our program, all club staff render themselves “available as 
needed.” 

 

d.) Hours of Supervision: * BGCSACC  staff is always available at the club from 2:45 until 

6:00p. Mon. ς Fri. *  
During all normal school days, the club will provide childcare from normal 
dismissal times until – 6:00 p.m. Monday through Friday. 

Parent/teacher conference days (according to the U-E calendar) will begin for 
the BGCSACC program upon dismissal from school until 6:00 p.m. 

For most school holidays and recesses, childcare will be offered from 7:00 
a.m.-–6:00 p.m. These days require pre-registration and an additional fee of 
$20.00/day.  (All children must be picked up by 6:00pm on these days, as Drop-
in care will not be available after 4:30pm.) 

Whenever the U-E school district is closed, including all snow days and 
emergencies, the Boys & Girls Club SACC Programs will also be closed. Drop-in 
program is available from 1:00-7:00 p.m. on these days unless the decision is 
made to close the building.   

 
Written permission is requested for any children who will be entering into our drop-in activity, 

which begins at 6:00 p.m. most days throughout the school year.  During that time, the 
BGCSACC program is no longer responsible for the supervision of your child. This permission 

form is located in the registration packet.  
*Please make sure to ask about our Summer Fun Club for child care when school lets out!* 

 
 

e.) Responsibility:  The Boys & Girls Club assumes full responsibility for all children 
enrolled in our program once they have arrived at the club, whether by means of a 
public school bus, the Boys & Girls Club vehicle, or a parent/guardian.  We will retain 
responsibility for the children from the point of arrival/sign-in until they are signed out 
of the program by an authorized parent/guardian or other designated representative, 
this person must be at least 18 years of age.  At 6:00 p.m., any children who have not 
yet been picked up will be signed into drop-in care by the BGCSACC director/designee. 
This option will not be available on holidays/full days when the youth division 
programming ends at 4:30 p.m. 
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f.) Enrichment Programs:  All children will participate in a high-energy program of 
both recreational and learning experiences, which are organized to be age-appropriate 
for each specific group of children involved.  A balance of both active and quiet activities 
will be provided, with additional group and individual activities geared toward the 
emotional, social, physical, aesthetic, and personal growth of all our school-age children.  
The children receive a supervised free play time and a snack.  At 4 p.m. children are 
separated into groups and rotate to different activities.  A quiet place is provided for 
children needing to do homework and help is available.    

 

g.) After-School Snacks:  All children will be furnished with an after-school snack at 
the designated time and location, which will meet the nutritional needs of the child as 
designated by the CACFP food program.  On holidays, the club will provide one morning 
and one afternoon snack per child.  These snacks are not intended to be a substitute for 
meals, therefore, parents are asked to please provide a lunch.  Lunches must be 
provided by a parent/guardian for every school holiday or full day for which the child 
will be present.  Please do not send anything which would require use of the stove or 
microwave.  We have emergency supplies available in case a lunch is forgotten, but a 
nominal $1.00 fee will be charged for this service.  We will attempt to honor any dietary 
restrictions, however, on school holidays it will be more difficult to do so. 

   

h.) Enrichment Curriculum: Our program works hard to promote culture and 
heritage, sports and adventure, leadership and community action, environmental 
awareness, self-esteem and confidence, and health consciousness through age 
appropriate workshops and activities.  Children are encouraged to participate in other 
Boys & Girls Club activities such as swim lessons, gymnastics, soccer, etc.  Additional 
fees may be required for some classes, however, many options are free of charge. 
Parents must notify SACC staff in writing if the program is being held during SACC hours.  
Please pick up a seasonal bulletin from our main office for additional information.   

 

 
 

4.) Health Care Plan:  Our complete health policy is posted and available for review.  We are a 
well-child only facility.  If your child has not attended school that day due to illness, they are not 
permitted to attend the afterschool program either.  Also a full 24 hour period must elapse after 
your child is fever-free,  and after your child last vomited before they may attend the 
afterschool program.  A doctor’s note is required after certain illnesses and with all injuries that 
required modified activities.  

 
5.) Emergency Evacuation Procedures and Plan:  Our emergency evacuation plan is posted on 
the SACC bulletin board.  Please take a moment to review the plan.  In case of an emergency we 
will evacuate all children to the playground or U-E football field.  If this is not possible children 
will be escorted to the back exit and down the road.  The director will contact parents in cases of 
an emergency. 
 

6.) Special Needs:  Parents/guardians should consistently keep the director of the program 
informed of any special needs and/or circumstances regarding your child.  This information will 
always be kept confidential.  Records are kept that include each child’s history/pertinent 
medical information, parent’s work and emergency phone numbers, as well as daily attendance 
records. 
 

A variety of classes and enrollment dates/times are available.  Please inquire. 
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7.) Mandated Reporting:  School-Age Child Care providers must report any suspicion of child 
abuse or neglect to the State Central Register of Child Abuse and Maltreatment.  Such action is 
required by Part 414.10 of the New York State Dept. of Social Services.  Mandated reporters 
hotline is 1-800-635-1522.  Documentations of concerns, abuse, neglect or reports will be 
completed by a club staff member.  This number is also posted on the parent’s board.  

 
8.) Payment Policy: 

 
Lƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ ǇŀǊŜƴǘΩǎ ǇŀȅƳŜƴǘ ŀƎǊŜŜƳŜƴǘΣ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǊǳƭŜǎ ŀƴŘ ǊŜƎǳƭŀǘƛƻƴǎ Ƴǳǎǘ 
be adhered to: 

a.) Membership:  An annual non-refundable membership fee must be paid upon 
enrollment in the program.  Parents are required to register for each new school year.  
MEMBERSHIP MUST BE CURRENT IN ORDER TO REMAIN ELIGIBLE FOR THIS 
PROGRAM.  This applies to all levels of participation at the club (summer, holiday, or 
after-school care). 

 
Registration for our fall session begins in June.  Membership fee (if not current) as well as 

payment for the first month of childcare will be due before participation can begin.. 
 

b.) Payment Due Dates:  Payments will be paid monthly.  Payment is due by the first 
Friday of the month in the billing cycle – see the chart below.  For payments in 
delinquency of more than one week, the Boys & Girls Club reserves the right to 
discontinue childcare services   until payment is made.  If services are discontinued due 
to overdue payments, the child’s spot is not held or guaranteed.  A late fee of $15.00 
will be added to your next monthly bill if payment is not made by the date indicated 
below.  Monthly payments include regular school days, and half days.  Holiday care will 
be held at the club and require both pre-registration and a payment of $20.00. The 
months of December, February, and April will be adjusted due to long school breaks. 

 

Month               Last Day for Payment 

Septemberééééé.Upon Registration                                                                                         

Octoberéééééééééééé7
th 

                                                                                                  

Novemberééé..ééééééé4
th

                                                                                             

Decemberéééé..éééééé2
nd

                                                                                                 

Januaryééééééééééé..6
th

                                                                                                    

Februaryééééééééééé.3
rd

                                                                                                 

Marchééééééééé..ééé2
nd

                                                                                                    

Aprilééééééééééé..éé6
th

                                                                                                 

Mayééééééééééééé..4
th

                                                                                                    

Juneééééééééééééé..1
st
  

 

c.) Child Absences: We expect to be notified by 1:00 p.m. if your child will be absent 
on a particular day during the week or on a holiday for which they have been registered.  
If it is necessary for the staff to make phone calls in order to determine the cause of 
absence for a child, a $1.00 fee will be charged.  We are required to keep accurate 
attendance records, so parent/guardian cooperation is essential.   
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d.) Refunds: Refunds (less a $5.00 bookkeeping fee) will be given for any pre-paid 
childcare services only with two weeks written notice prior to withdrawal from the 
program.  The SACC director will evaluate long-term absences due to illness or other 
circumstances on a case-to-case basis.  No refunds for holiday care will be given once a 
child has been registered, unless notice of their absence is given at least one week in 
advance.   

 
e.) Snow Days / School Closings:  Snow days and any other emergencies that result 
in early dismissal/cancellation of U-E district schools will also result in the cancellation of 
the BGCSACC program, due to the fact that we cannot ensure the availability of our staff 
under such circumstances.  We are unable to provide childcare services without 
sufficient staffing.  Therefore, early emergency dismissals will result in your child being 
sent home from school.  Parents are expected to be prepared with alternate 
arrangements for supervision of their child(ren) on such days.  Again, no refunds or 
credit will be given for any snow days or early dismissals, due to the infrequent nature 
of the event. 

 

f.) Tax Information: A $5.00 bookkeeping fee will be charged to research accounts and 
for annual tax statements, which are given only upon request by a parent/guardian.  Our 
Federal Tax ID Number is 16-1446907.  The club will provide receipts for any and all 
program payments (weekly or otherwise), which we suggest you retain for tax purposes. 

 
g.) Late pick-ups: During holiday periods, a late fee of $5.00 per every ten minutes will 
be charged if you pick your child up after 6:00 p.m.  After 6:30 p.m. during all holiday 
periods or at 7:30 p.m. during normal program periods, the staff may be required to 
notify Child Protective Services or the local police department if the parent/authorized 
individual expected to pick up the child cannot be contacted.  Please phone if you have 
an emergency.  It is your responsibility to keep informed as to club closings, the 
BGCSACC holiday schedule, U-E conference days, etc.  These schedules are always 
available upon request.  Please inquire. 

 
   

 
 
 
 

 
6.) Obligations of Parents/Guardians: 
 

a.) Parent/Guardian Support and Involvement:  The Boys & Girls Club SACC 
program encourages the active involvement of parents/guardians in the development of 
their children.  We welcome feedback and participation in the program as well as in all 
club activities.  We also invite you to volunteer by teaching a cooking class, running a 
sewing class, monitoring cultural diversity exchanges, or by participation in club fund-
raising efforts. 

 

b.) Holidays, Vacations, Early Dismissals (non-weather related):  A 
parent/guardian or designated representative should inform the appropriate staff 
(office/program staff) of their child’s arrival. We do not assume that your child will be 
attending on such days, since you may be free to care for them at such times.  This 

Methods of payment include cash, checks (made payable to the Boys & Girls Club), VISA, 

MasterCard, or Discover.   A fee of $20.00 will be charged for any returned checks.  Rates may 

change at any time with advance notice.  Please pay attention to your personal fee.  Thank you.  
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procedure, as well as the daily sign-out of your child on our attendance sheet, is to be 
followed at all times to ensure that we are aware of your child’s presence and departure 
from the club.  Parents are also responsible for notifying the school that their child is 
enrolled in our program on parent/teacher conference days. 

 

c.) Parental Tardiness: Parents who will be delayed in picking up their child as a result 
of working late and/or personal matters are expected to inform the club office.  We will 
then notify your child, which will both relieve them from unnecessary stress and 
facilitate good communication between yourself and our staff.  

 

d.) Drop-In Care:  During normal school days, the club is open to youth beyond 
program hours.  A child who remains in the club after 6:00 p.m. will be signed into our 
drop-in program by the BGCSACC director for no additional fee.  In the accompanying 
registration packet, we request written permission by a parent/guardian for youth to 
join our drop-in program.  If you chose to have your child come to the club during 
holiday periods, the Youth Division drop-in hours are 10:30 a.m. to 4:30 p.m.  Your 
child must be picked up promptly at 4:30 p.m. Child Protective Services and/or the local 
police department may be contacted thirty minutes after closing if we have not yet 
heard from the parent/guardian and have been unable to contact them, so please 
communicate!  The Boys & Girls Club drop-in program closes at 7:00 p.m. on all normal 
school days, and at 4:30 p.m. on all holidays.  Please be on time to pick your child(ren) 
up. 

 

e.) Sign-Out:  The parent/guardian only is authorized to designate who may sign their 
child out of the program at the end of the day.  Children will not be released to anyone 
other than the persons indicated unless written permission is sent on the day of pick up 
or verbal permission is given to the BGCSACC director, administrator, or office staff.  
Individuals designated to sign your child out must be 18 years of age or older. If you do 
not sign your child out each day there will be a $ 2.00 fee charged to your account per 
infraction.  When this individual arrives to pick up your child, he/she will be required to 
show some form of photo identification.  Please make sure to inform these surrogates 
of our pick-up times as well as the building’s closing hours.  We also ask that you please 
call the director the day of pick-up so that they can inform the office and avoid any 
confusion or hassle.  In order to properly enforce custody agreements, copies of the 
legal documents must be on file at the club.  All information given is kept confidential 
and staff will be informed only on a “need to know” basis, so as to protect your child’s 
safety.  Children may not be picked up at the bus stop unless previous arrangements 
are made with the BGCSACC director and it is your child’s normal bus stop. 

 

f.) Exposure to Communicable Disease:  Parents/guardians are asked to please 
notify the program of their child’s illness when it involves any type of communicable 
disease, which include (but is not limited to):  measles, chicken pox, head lice, ringworm, 
and pink eye.  We will then attempt to warn other parents of exposure as well as 
provide information regarding symptoms to watch for, duration of illness, etc.  You are 
not permitted to send a child who hasbeen absent from school (due to illness) to our 
program for the length of that day.  Children with contagious conditions are also 
required to remain at home until the condition is no longer contagious and your child 
has been cleared to come back by a physician. A doctor’s note maybe required at the 
director’s discretion.  Children taking antibiotics should stay home for a full 24 hours 
before returning to the program.  Any child who becomes ill during a normal day’s 
program will be taken to a designated area to rest under the supervision of staff until a 
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parent/guardian can come to pick the child up.  Your cooperation is expected for the 
safety of both your child and the others in the BGCSACC program.  If contacted 
regarding your child, an immediate response is expected.   

 

g.) Discipline Concerns:  Parents/guardians as well as siblings or other family members 
must refrain from reprimanding children (other than their own) while on the premises.  
Concerns regarding the other children in the program should be brought to the attention of 
the BGCSACC director or any available Boys & Girls Club program staff.  Children will be 
disciplined using positive reinforcement.  Children will be given time-outs if the staff 
member feels that it is appropriate, children will never be isolated unless they are a physical 
threat to themselves or others around them.  In cases of repeated misbehavior or for major 
infractions children will be written up on a form that a parent or guardian must sign.  If you 
ever have any behavior concerns please contact the program director.   

 

 After three write ups there will be a conference for the parents, unit leader, and 
director. 

 After the fifth write up there will be another conference and the child will be 
suspended. The length of the suspension will depend on the crime and the 
director’s discretion. 

 The sixth through ninth write ups will be suspensions that will be the director’s 
discretion. 

 The tenth write up will result in the child being dismissed from the program for the 
remainder of the year. 

 

e.) Withdrawal/Termination from Program: If for some reason you choose to 
withdraw your child from our program and or change the days that the child will be 
attending, we require that the parent/guardian provide written notice, to the office, of 
withdrawal stating the reason for leaving and the dates in which the termination will 
take effect. 

 
This agreement may be terminated by the Boys & Girls Club if any one of the following 
occurs: 
1) The period of enrollment has expired. 
2) Serious illness of the child which would prevent program attendance. 
3) The parent/guardian of the child allow their account to be in excess of 2 weeks 

delinquent. 
4) Failure of the parent/guardian to honor their obligations as listed in this agreement, 

as well as any regulation or policy changes instituted by the program. 

5) Failure by the child to abide by either the BGCSACC or club rules.  Repeated acts of 
inappropriate behavior will result in a conference with the child’s parent/guardian, 
and may result in suspension or termination from the club and/or program) 

6) It was determined by staff, through the mandatory probationary period, that the  
child’s specific needs could not be met. 
 

 
 
 
 
 
 

When suspensions occur due to discipline, safety issues, concern for the reputation of the 

program, etc., the length of punishment will be determined by the BGCSACC director and 

will be proportional to the severity of the offense.  Refunds are not offered in cases of 

suspension. 
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7.) Transportation:  
 
The Boys & Girls Club accepts responsibility for BGCSACC children in their care on a daily basis 
provided that the following safety regulations are observed: 
 

1) The child goes directly to the agreed pick-up spot after release from school and waits for 
the arrival of the Boys & Girls Club vehicle.  It is your child’s responsibility to be at the 
bus on time for departure.  If your child misses the bus and our driver has to return to a 
school to transport them, a $5.00 fee will be charged.  Parents/guardians have the 
option of being notified by the school first so that they may transport the child(ren) 
themselves, but the parent must inform the school themselves at the beginning of the 
program if they wish to do so.  We do not assume that responsibility. 

2) Children board and exit the vehicle from the curbside only. 
3) Seatbelts are worn at all times while traveling in the Boys & Girls Club vehicle. 
4) Children are not to enter a vehicle which is not properly identified as a Boys & Girls Club 

transport unit, and should always be sure that they recognize and are familiar with the 
staff within the vehicle. 

5) Only children registered with the BGCSACC program are allowed to ride in the Boys & 
Girls Club vehicle.  Please inform your children that their friends/relatives may not ride 
with them. 

6) All field trips are optional and a signed permission slip must be handed in to the 
program director.  All trips will be on children equipped vehicles.   

 
*Children will never be left unattended on the vehicle, and a cell phone, fire extinguisher, and 

first-aid kit will always be readily available. 
 

Children requiring transportation on a full-time basis (Mon. – Fri.) will be given priority over 
those needing transportation only on a part-time, holiday, or parent/teacher conference 
schedule.  The Boys & Girls Club has the authority to require up to 72 hours, unless during 
blackout periods, see front sheet, from the receipt of the registration packet and all 
accompanying forms/payments before approving transportation arrangements.  Participation in 
our transportation program depends upon space availability on the designated vehicle, and is 
beyond the control of the BGCSACC program.  Limited seats are available, so please register 
early to ensure a spot. 
 
  
 
 
 

8.) Modification Clause:  This agreement may be modified whenever circumstances covered 
within the agreement change.  Such modifications may only be made in writing and must be 
signed and dated by all parties involved in order to be both binding and effective.  Verbal 
modifications are not binding under this agreement and will not be enforceable under any 
condition. 
 

 
 
 
 

Bus transportation privileges may be suspended due to misconduct and/or disobedience toward procedure while 

on the vehicle.  Parent/guardian notification will always be given, however, repeated offenses may mean 

dismissal from the BGCSACC program at the discretion of the director or the executive director of the Boys & 

Girls Club. 
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9.) Photo Release: The United Way and/or Boys & Girls Club Board of Directors may 
periodically request that we provide photos of our program and/or participants in order to help  
promote support for their annual campaign.  Some potential uses for photographs taken are: 
the BGCWB website, the BGCWB Facebook page, brochures and flyers as well as other 
marketing items.  We ask that parents please consider signing the photo release inside their 
child’s registration packet for this purpose.  No other use of these photos is intended.  For 
publicity purposes, it is not unusual to have a media photographer present at various Boys & 
Girls Club events; however, we will make every effort to honor the requests of those who do not 
wish to have their children photographed. 
 

10.) Other:   The parties to this agreement are aware of the NYS Dept. of Social Service’s right 
to interview any child and program staff, as well as their authority to inspect and audit all 
records maintained by this program without securing the consent of anyone.  The parties are 
also aware of the licensing agency’s right to observe the physical condition of a child, including 
all conditions that may indicate abuse or parental neglect.  They are also authorized to have a 
licensed medical professional physically examine the child in any case of suspected abuse. 
 

12.) Building Policies:   
 

a.) Personal Property: The Boys & Girls Club and its staff will make every effort 
to safeguard personal belongings brought to the club, but will not be responsible 
for any items that are lost, stolen or damaged while left unattended.  Please 
label all of your child’s belongings before bringing them.  No personal toys 
should be brought to the club.   

 
b.)  Phone Calls:  Our phone lines are for business purposes, so we attempt to 
keep calls at a minimum.  Any calls will cost 25 cents, unless it is deemed an 
emergency.   Cell phones are discouraged for youth in the SACC program and will 
be confiscated if they become a negative issue.  However, we respect a parent’s 
right and need to communicate with their child(ren).   

 

c.) Visitors:  All visitors to the Boys & Girls Club SACC program during operating hours 
(excluding parents and guardians who are picking up the children) must sign-in and sign-
out on the visitor’s log. This is for the safety of the children. 

 
 
 
 
A copy of the NYS OCFS Child Care Regulations is always accessible to parents/guardians upon request. 

 
 
 
 
 
 
 
 
 
 
 
 

Revised 6/14/2011  


