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PARENT HANDBOOK
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Chappaqua, NY 10514

914-238-3295
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Drop Box is located at CCW Main Office

113 King St. in Chappaqua

CHAPPAQUA CHILDREN’S WORKSHOP

PARENT INFORMATION HANDBOOK
INTRODUCTION

Chappaqua Children’s Workshop, Inc. (CCW) is a not-for profit; tax-exempt organization providing educationally based childcare for children in the Chappaqua Central School District.

The philosophy of CCW is to create a warm, safe, supportive and enriching environment in which each child’s social, emotional, academic and physical development is encouraged through carefully planned activities.  Self-confidence, self-respect and self-expression are encouraged, as is responsibility, decision-making and respect for others.  There is a balance between structured and non-structured activities. 
PROGRAMS
BEFORE SCHOOL PROGRAM: 
7:30 a.m. – school start time (grades K-4):


A warm, nurturing morning program, offers games, puzzles, arts and crafts as well as indoor/outdoor play.  A light breakfast snack is always available.

AFTERSCHOOL PROGRAM:
3:15 p.m. - 5:15 p.m. (grades K-4):

3:15 p.m. - 6:15 p.m. (grades K-4):


A large variety of experimental activities and opportunities that encourage curiosity, exploration and problem solving are offered throughout the afternoon.  These include science, nature, arts and crafts, cooking, computers, drama, gardening, indoor and outdoor games.  Specials are offered throughout the school year.  Time is set aside for children to do their homework.

            As a service to the families of our community and responding to the needs of parents, we offer a drop-in program.  Children are able to attend as drop-ins for up to 5 times each month, using different days of the week with each request.  Drop-ins are eligible for “Focus on Fun” days.  
Please be aware that if classrooms are at the maximum state regulated child/teacher ratio on any given day, available space in any program is not guaranteed.  
Advance notice (at least 24hrs.) provides us the opportunity to schedule additional staff for the day, however it is not guaranteed.  
PROGRAM PROCEDURES

Before School Program:  Parents must accompany their children into CCW and sign them in.  Please note that CCW is not responsible for children before 7:30 a.m.  At the beginning of the school day your child will report to his/her regular classroom teacher.

Afterschool Program:  Picking up your Afterschool child (at 5:15/6:15 p.m.): At pick up time your child is your responsibility.  Failure to pick-up by 5:15 p.m. will result in a $5.00 late charge. We staff our afterschool programs until 6:15 p.m., failure to pick-up by 6:15 p.m. will also result in late fines. If your child is not picked up at 6:15 p.m., a late fee of $1.00 a minute past 6:15 p.m. will be charged. (Please pay your child’s CCW teacher directly).  
Repeated late pick-up will result in conference with the Director to find a solution to the matter.

Also, please note that our CCW staff CANNOT RELEASE YOUR CHILD TO ANY PERSON OTHER THAN THOSE YOU HAVE LISTED IN OUR PARENT PACKET.  
ADMINISTRATION

Board of Directors:

The Board is an elected body consisting of any individuals interested in assisting our organization.  The Board meets on a scheduled basis throughout the year to set policies for the operation of CCW.

Staff:

Our staff is responsible for the care of your children during CCW hours while organizing a warm environment.  The Workshop provides a wide variety of activities for children to choose from as well as promoting an atmosphere where children feel safe and are encouraged to express themselves.  We are dedicated to meeting the needs of both children and parents for quality before and afterschool care.  Each session will have a student/staff ratio in accordance with the New York State Department of Children and Family Services' licensing requirements.  The administrative responsibilities of CCW are carried out by Directors with extensive experience in early childhood education and recreational programming.  The Directors work closely with parents, staff and board members.  We also seek volunteers from the community, such as teachers in training and high school students to add to the overall enrichment of the program.

ADMISSIONS
Policy:

It is CCW’s policy to admit students of any sex, race, creed, color, national or ethnic origin.

Registration and Deposit:

All applicants, regularly attending as drop-ins, are required to pay an annual membership fee of $100.00 per child.  This fee will cover the cost of processing your child’s application and entitles you to a membership in CCW.  This fee is not applicable to your tuition payments and is non-refundable.


  In order to secure your child’s spot in the program, a one-month’s tuition deposit is required upon registration.  This deposit which is applied towards June tuition is non-refundable and cannot be used as a credit for another month or any other purpose unless:  


(1) The session for which your child is enrolled is full, or
(2) Your child is asked to withdraw from CCW at the request of the Board of Directors (see section on “Withdrawal Requested by the Board of Directors’/Staff”).  

Registration applications will not be accepted unless completed and filled out in its entirety and all medicals (most recent physical and immunizations) are enclosed. 
(3) Due to limited space, enrollment is not guaranteed, first come, first served.  

Payment Procedure for Tuition:

Your child’s tuition is computed on a yearly basis (181-day school year) and divided into 10 equal installments for payment purposes.  We would appreciate your cooperation in paying each month’s tuition on time.  TUITION IS DUE BY THE 1st OF THE PRECEDING MONTH.  A $25.00 LATE FEE WILL BE ASSESSED AFTER THE 15th.  As a not-for-profit organization, our monthly operating expenses are paid out of current monthly tuition.  For your convenience, we will supply you with a monthly tuition payment booklet.  WE DO NOT MAIL MONTHLY BILLS OR STATEMENTS. 

Note:  Monthly tuition covers those specific days and sessions for which your child is registered.  School holidays, early dismissals, snow days, sick days and personal absences for whatever reason do not reduce monthly tuition charges and cannot be substituted.

RETURNED CHECK FEE:  There is a $35.00 charge for every check returned by your bank.

AFTERSCHOOL LATE PICK-UP CHARGES: 

5:15 p.m. pick-ups: a charge of $5.00 for anytime after 5:15 p.m.

6:15 p.m. pick-ups: a charge of $1.00 per minute for every minute past 6:15 p.m.

SIBLING DISCOUNT:  10% off the total amount of the second child’s tuition (smaller or equal amount).

POLICIES AND PROCEDURES
Absences: 
It is the responsibility of the parent to notify CCW in the event that the child will not be attending his/her program as scheduled due to illness, vacation plans, play dates, etc.  Please be aware that every precaution is taken by our staff to ensure your child’s safety.  Failure to notify CCW’s main office of the child’s absence causes unnecessary alarm.  In order to provide absolute safety for your child, these are CCW’s procedures:


1.
In case of absence/illness:
Call CCW immediately at 914-238-3295 (voice messaging service answers call at off hours) to report your child’s illness/absence;

2.
In case of playdates/appointments/PTA enrichment classes:


a.
Call CCW office at 914-238-3295 as far in advance as possible.



b.
Notify your CHILD’S CLASSROOM teacher in writing.
3. There will be a $25.00 charge for any parent who has failed to contact CCW when their child will not be attending our afterschool program.  
Schedule and Changes:

1.
Call the CCW office at 914-238-3295 for availability 2 weeks in advance of change date.

2.
Notify CCW in writing with the schedule change and start date.  Email to general@ccwkids.org or fax to 914-238-4816.
3.
If you are adding a day, please be aware your June tuition deposit will be adjusted.

4.
There will be a fee of $10.00 per change. (Adding or removing days or hours to 

             a previous schedule)
5.
Notify your CHILD’S SCHOOL/CLASSROOM teacher in writing informing him/her of the initial schedule and future changes.

6.
Dropping the CCW program during holiday, winter and spring recess is not permitted.
7.          We require parents to call the CCW office at 914-238-3295, 2 weeks in advance for any changes in your child’s schedule. EX: dropping days, adding days, discontinuing the program. 
Drop-in Procedures:  
1.  
Drop-ins are for an occasional “extra day”, not to be used on a continual weekly basis.

            A registered family has an allowance of 5 drop-ins each month, using different days of the week with each request. 
2.
Call the CCW office at 914-238-3295 for availability. Confirmation for request is necessary.


(Please call the main office at least 24 hours in advance)


3.
Send a note to your CHILD’S CLASSROOM teacher.

4.
Send payment to CCW main office or give to the CCW teacher.
5.
There will be a $25 charge for any parent who has failed to contact CCW’s main office when their child comes as a drop-in. 
6.
There will be a $25 charge for failure to cancel a scheduled Before School drop-in request.
Drop-In Daily Rates:



Before school (7:30 a.m.– school start time) $30.00



Afterschool until 5:15 p.m.     
              $40.00



Afterschool until 6:15 p.m.
  
              $50.00
Late Pick Up Fees:


Failure to pick up by scheduled 5:15 will result in a $5.00 charge, which can be turned in to the teachers or delivered to the CCW main office.  Failure to pick up by scheduled 6:15 will result in a $1.00/minute charge, which should be paid directly to teachers at the time of pick up.
“FOCUS ON FUN” DAYS - PENDING APPROVAL DUE TO COVID

CCW offers special programs during vacation weeks when schools are closed as well as early dismissals.  Our “Focus on Fun” days include special trips to nearby museums, gymnastic academies, bowling lanes, zoos and more.  There is a separate fee and sign-up form for our “Focus on Fun” days, as these days are not part of monthly tuition.  


Approximately two weeks before each special program, sign-up forms will be E-MAILED to
Registered families.  Enrollment will be accepted on a first come, first serve basis.  Receipt of your completed sign-up form and payment of the early dismissal or vacation fee will reserve a space for your child.  No registration can be accepted without payment.  Please do not ask our teachers to do so.  There will be no refunds for cancellations of early dismissal and vacation days.   

On early dismissal days and vacation days’ lunch is not available, unless otherwise noted.  Please send a DISPOSABLE BAG LUNCH (no glass, lunch boxes or thermoses please) with you child. ABSOLUTELY NO PEANUT PRODUCTS!
Vacations: Subject to change 

CCW offers programs during February, and April when the schools are closed for breaks.  
             Forms will be available through EMAILS.
There will be a fee for children attending the early dismissal programs.  CCW operates on those days (from 11:50 a.m. - 3:15 p.m.) until regular afterschool program begins. If an early dismissal falls on your regular scheduled day, you will be given a form for the trip. If it is NOT your regular scheduled day, you must ask a CCW teacher for a form.  Drop-in families need to request forms.
Snow Days, Delayed Openings, and Early Dismissals:

CCW will be closed on all snow-emergency days announced by the Chappaqua Central School District.  


Note:  Early dismissals – CCW may decide to close at an alternate time under certain circumstances.   We may close later than the schools, yet earlier than 5:15 or 6:15 pickup.  CCW will have email and phone announcements informing families of the procedure for that day.

BEFORE SCHOOL PROGRAM: (7:30 – school start time): 

In case of a two-hour delay, CCW Before School will be cancelled.

AFTERSCHOOL PROGRAM (3:15 - 5:15/6:15 p.m.):



In the case of early dismissal of the Chappaqua schools, you or the person you have designated in the “Parent Packet” will be contacted.  Please make arrangements with your child regarding procedures should school close early, or cancellation of afterschool activities (including CCW).  We recommend making plans with a neighbor who lives on your bus route. CCW will contact all parents or emergency numbers if the program has to close before 6:15 p.m. due to inclement weather.  Please make sure you keep emergency numbers updated.

Medical Forms/Contagious Diseases:


Failure to submit completed medical with immunization records will delay acceptance of your child into CCW.  Although you may have sent a copy of your child’s medical form to the school nurse, we must have a separate copy for our files.    IT IS IMPERATIVE THAT WE HAVE COMPLETE IMMUNIZATION RECORDS.  We do not have access to the forms on file with the school.  The New York State Department of Children and Family Services make this an absolute precondition to any child’s participation in any extended child care program.  *If your child has special health issues (asthma, food allergies…) additional forms will be required.
If any children have been exposed to a contagious disease, you will be notified.   If your child is exposed or contracts an illness, which could affect others please contact us immediately.
Child Abuse and Maltreatment:  


CCW is mandated by the New York State Office of Children and Family Services to report any suspicion of child abuse or maltreatment.  Reports will be submitted when any member of CCW’s staff has reasonable cause to suspect that a child whom the reporter sees in his/her professional capacity is abused or maltreated.
Conferences:


Should any problem or concern arise, your child’s CCW teacher will contact you and the Director, to discuss the matter.  Conferences may be requested at any time by you or by the staff. 
*Children with special needs such as EpiPen’s, Inhalers, Benadryl, etc. will not be able to participate in the CCW program until these medications are on the premises.
Problems:


CCW encourages prompt and direct resolution of parental concerns.  Discuss your concerns directly with the staff member involved.  If the problem is not resolved, please feel free to contact the Director.

Behavior Guidelines:  

It is the goal of CCW to provide a supportive environment in which each child can grow and develop.  Positive child guidance management methods are always used.  Sometimes, however, a child displays behavior that may cause problems in the classroom.  CCW has specific behavior guidelines that will be shared with the parent if a problem arises.     

Withdrawal Requested by the Board of Directors/Staff:


Our program may not be appropriate for a particular child or parent.  The Board of Directors reserves the right to ask that a child be withdrawn from CCW.   In such instances the Director will make every effort to help the parent arrange alternative plans.  If a child is asked to withdraw, tuition payments will cease from that day and any advance tuition payments and deposit will be refunded.

PARENT PARTICIPATION

We urge parents to take an active role in this exciting, unique program.  If you have any special talent you would like to share with our children, please don’t hesitate to call the Director.


You are also invited to discuss with our staff any ideas that you believe would improve the program.  CCW also welcomes the participation of our parents in all aspects of our programs.  A form will be sent at the end of each school year for parental evaluation of our program and their child’s participation.

Fundraising:


Continuous efforts are always being made to help raise funds for our financial aid program that helps many families in need of quality childcare.  Just a few hours of your time in any fundraising activity will make an enormous difference in our ability to continue providing this service to our community.  Please give us your talent and time to help make CCW the best that it can be.  Contact either the Director or any of the Board members if you can help us.

