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1. Community Information
· Targeted Community

The targeted community for this program is Los Gatos, Santa Clara County, CA. The target age group for this program is School-Age children, first through fifth grade. 

· Census Data 
According to the census data, the total population as of 2006 in Los Gatos is 28,366. The average household size estimated is 2.45 and the average family size estimated is 3.07. The household population is 28,010. The median household income (in 2009 inflation-adjusted dollars) is estimated at 118,158. There are 15 educational establishments in Los Gatos with an annual payroll of $2,463 with 85 employees. 
· Market Rate Data

The daily market average childcare rate for Santa Clara County is $35.88 and the weekly average childcare rate is $155.49. The maximum childcare rate daily is $46.91 and the weekly rate is $202.86. 

      -
Accredited Facilities

According to the CCLD, Community Care Licensing Division, there are three licensed facilities within Los Gatos for School Age Child Care Centers. According to the NAEYC, National Association for the Education of Young Children, there is one accredited program in Los Gatos. 
2. Program Description 

· Proposed Name

The name of this program is City of Dreams Center for Children. This is a center for School Age children. City of Dreams Center for Children is a center that provides before-and-after school care, as well as a summer camp program during the summer.  
· Targeted Ages and Schedule

The target ages of this program are School-Age children, first grade to fifth grade. The enrollment goal is 30 students. The center is an open area for children first to fifth grade whom are enrolled in the program. Staff includes one director, two leaders, one morning aide, and one afternoon aide. The leaders work on a rotating schedule to fulfill the child adult ratio. The hours of operation during Summer Camps are mornings 7:00-8:30 and during the days 12:00-6:00pm Monday through Friday during the months of June, July and through the middle of August. The hours of operation during the School Year are mornings 7:00-8:30 and 1:45-6:00pm Monday through Friday from the end of August through May.

· Type of Program

City of Dreams Center for Children is part of a Corporate System. It is a small center that is operated by the larger parent agency. There are different names for the different branches of the company. City of Dreams has been given this name because it is in the City of Los Gatos. Parent paid tuition supports this program and is the main source of income. Tuition is paid weekly for both School Year and Summer Camps. Cost of weekly tuition remains the same throughout the year with a slight decrease in the cost of tuition for after school care during the summer. 

3. Statement of Program Philosophy
Our Program is designed to meet the developmental needs of School-Age children. Our program provides different developmentally appropriate activities and experiences that both, enrich and enhance children’s creativity, exploration, problem solving skills, interactional skills, and learning skills while paying attention to the different stages of development that children encounter. Children learn through activities which are both teacher-directed and self-directed. Our program provides opportunities for solitary play as well as group activities. Our staff serves as positive role models whom are supportive, compassionate, and respectful of an individual child’s needs. We believe that families are the primary providers for their children and we respect different family values and beliefs. We believe in teacher-parent partnerships to build healthy relationships within the community.

4. Organizational Structure/Chart
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Staff Salaries and Wages

Before-and-After School Care

All employees are non-exempt from overtime

Director: $15.95 per hour, 41.5 hours per week, 31 weeks per year

Leaders (2): $10.42 per hour, 35.5 hours per week, 31 weeks per year

Morning Aide: $8.75 per hour, 7.5 hours per week, 31 weeks per year

Afternoon Aide: $8.75 per hour, 13.5 hours per week, 31 weeks per year


Total Personnel Cost Per Year: $50,735.84
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Staff Salaries and Wages

Summer Center

All Employees are non-exempt from overtime

Director: $15.95 per hour, 28 hours per week, 10 weeks per summer

Leaders (2): $10.42 per hour, 26.5 hours per week, 10 weeks per summer

Extra Leader: $8.75 per hour, 10 hours per week, 10 weeks per summer

Total Personnel Cost Per Year: $10,863.6

5. Classroom Diagrams
The square footage for the non-teaching space is 35 square feet per child. There is an enrollment cap of 30 children. The square footage or this space is 1,050 square feet. The office area is 8X8 square feet, and the observation room is 5X10 square feet. The total inside square footage is 1,050 square feet for children plus 64 square feet for office and 50 square feet for the observation room, which makes a total of 1,164 square feet.
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6. Outdoor Diagrams

The amount of square footage for the outside environment is larger than what is available for the City of Dreams Center since this program is located at a school. There is an allotted amount of space necessary for the total amount of students enrolled in the school. For the City of Dreams Center for Children, there are 7 square feet per child. There are 30 children. The square footage for these children is 2,250 square feet.
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7. Equipment Requirements 

	EQUIPMENT
	QUANTITY
	PRICE
	# PER MONTH 
	per year

	
	
	
	
	

	INSIDE FURNITURE
	
	
	
	

	Child size activity tables
	6
	
	
	

	Adult size tables
	3
	
	
	

	Child size chairs
	35
	
	
	

	Adult size chairs
	10
	
	
	

	Children's bookshelf
	2
	
	
	

	Adult bookshelf
	1
	
	
	

	Couch
	2
	
	
	

	T.V. stand
	1
	
	
	

	Folding chairs
	10
	
	
	

	INSIDE APPLIANCES
	
	
	
	

	Refrigerator
	1
	
	
	

	Microwave
	1
	
	
	

	Blender
	1
	
	
	

	Computers (child and adult)
	4
	
	
	

	Stove (two burner)
	1
	
	
	

	KITCHEN SUPPLIES
	
	
	
	

	Drying rack
	1
	
	
	

	Paper towels (supplied by school)
	X
	
	
	

	Paper towel rack
	1
	
	
	

	Hand towels
	5
	
	
	

	Utensils (sturdy plastic forks, spoons, knives; set of 40)
	1
	
	
	

	Funnel
	1
	
	
	

	Fry pans
	2
	
	
	

	Glasses (unbreakable)
	35
	
	
	

	Hot pads
	2
	
	
	

	Cookie sheets
	2
	
	
	

	Measuring cups (complete set)
	1
	
	
	

	Measuring spoons (complete set)
	1
	
	
	

	Napkins (supplied by school)
	X
	
	
	

	Pitchers (unbreakable)
	2
	
	
	

	Plates, bowls (unbreakable set of 30)
	1
	
	
	

	Colander
	1
	
	
	

	Can opener
	1
	
	
	

	Pots
	2
	
	
	

	Rolling pin
	1
	
	
	

	Spatulas
	2
	
	
	

	Cutting board
	2
	
	
	

	Mixing spoons
	2
	
	
	

	Food storage containers (tupawear set of different sizes)
	2
	
	
	

	Tongs
	2
	
	
	

	INSIDE ENVIRONMENTAL EQUIPMENT
	
	
	
	

	Bulletin board
	2
	
	
	

	Filing cabinet
	2
	
	
	

	White board
	2
	
	
	

	White board pens (set of 5)
	3
	
	
	

	White board eraser
	2
	
	
	

	Children's cubbies with hangers
	30
	
	
	

	Pillows (for quiet area)
	5
	
	
	

	Shelf unit (for activities)
	10
	
	
	

	Sinks (bathroom/kitchen)
	5
	
	
	

	Bean bags
	3
	
	
	

	Clock (wall)
	2
	
	
	

	ENTERTAINMENT/PLAY EQUIPMENT
	
	
	
	

	DVD player
	1
	
	
	

	DVDs
	30
	
	
	

	Television
	1
	
	
	

	CDs
	15
	
	
	

	Boom box
	1
	
	
	

	Mini trampoline
	1
	
	
	

	Board games (assorted)
	5
	
	
	

	Building block sets
	2
	
	
	

	Cards (package of 3 sets)
	2
	
	
	

	Children's reading books
	10
	
	
	

	INSIDE SUPPLIES/MAINTENANCE/SAFETY & HEALTH
	
	
	

	Broom
	1
	
	
	

	Dustpan
	1
	
	
	

	Mop
	1
	
	
	

	Extension cord
	1
	
	
	

	Plastic bucket
	3
	
	
	

	Plunger
	1
	
	
	

	Tool box
	1
	
	
	

	First aide kit
	3
	
	
	

	Flashlight
	2
	
	
	

	Trash can (provided by school)
	4
	
	
	

	Smoke alarm (provided by school)
	X
	
	
	

	Cleaning supplies (provided by school)
	X
	
	
	

	Garbage bags (provided by school)
	X
	
	
	

	Toilet paper (provided by school)
	X
	
	
	

	Fire extinguisher (provided by school)
	X
	
	
	

	Hand sanitizer (package of 3 large bottles)
	1
	
	
	

	Smoke alarms (provided by school)
	X
	
	
	

	ART SUPPLIES
	
	
	
	

	Plastic paint brushes
	30
	
	
	

	Colored paper (set of 100 sheets)
	10
	
	
	

	Chalk (set of 10)
	3
	
	
	

	Crates for storage
	10
	
	
	

	Paint (set of 10 colors)
	3
	
	
	

	Crayons (set of 50 colors)
	5
	
	
	

	Markers (set of 30 colors)
	5
	
	
	

	Hole puncher
	2
	
	
	

	Kids size scissors
	10
	
	
	

	Adult size scissors
	3
	
	
	

	Printer paper (package of 200 sheets)
	3
	
	
	

	Pencils (package of 10)
	4
	
	
	

	Binder paper (package of 100 sheets)
	3
	
	
	

	Duct tape (different colors)
	10
	
	
	

	Rubber band (package of 100)
	3
	
	
	

	Scotch-tape (pack of 3)
	5
	
	
	

	Lanyard strings (pack of 10 colors)
	3
	
	
	

	Stapler
	2
	
	
	

	Staples (package of 100)
	2
	
	
	

	Thumb tacks (package 50)
	2
	
	
	

	Colored pencils (package of 100)
	2
	
	
	

	Rulers (package of 10)
	3
	
	
	

	OUTSIDE ENVIRONMENTAL EQUIPMENT
	
	
	
	

	Storage unit
	1
	
	
	

	Water fountain (supplied by school)
	X
	
	
	

	Broom
	1
	
	
	

	Dustpan
	1
	
	
	

	Extension cord
	1
	
	
	

	Trash bin (provided by school)
	2
	
	
	

	Rope
	1
	
	
	

	Outside hose (supplied by school)
	X
	
	
	

	Tool box
	1
	
	
	

	Climbing structure (provided by school)
	X
	
	
	

	Swings (provided by school)
	X
	
	
	

	OUTSIDE PLAY EQUIPMENT
	
	
	
	

	Plastic shovel for sand
	2
	
	
	

	Plastic bucket for sand
	3
	
	
	

	Rubber balls
	3
	
	
	

	Basketballs
	3
	
	
	

	Soccer balls
	2
	
	
	

	Hula hoops
	5
	
	
	

	Jump ropes
	3
	
	
	

	Hand balls
	5
	
	
	

	Plastic baseball bat
	3
	
	
	

	Soft balls
	5
	
	
	

	Woofle balls
	5
	
	
	

	Plastic cones
	15
	
	
	

	Capture the flag belts
	30
	
	
	

	Football
	2
	
	
	

	Pennies (jersey)
	15
	
	
	

	Plastic hockey sticks
	10
	
	
	

	Plastic hockey pucks
	5
	
	
	

	
	
	
	
	


8. Financial Plans 

8a. Annual Budget Plan

Income and expenses of the program organize the City of Dreams Center for Children’s annual budget plan. The income is broken down by the tuition for early-care and after-school care for both summer camp and the school year. The tuition rates are broken down by daily, weekly, monthly, and annual costs. The income is totaled and provided below. The next section of the budget plan is the expenses, which are broken down into the payroll / staff wages. Staff wages are broken down by weeks per year, hours per week, hourly wage, weekly wage, monthly wage, and annual wage. The next section of Expenses is: staff benefits, cost of food, rent, utilities, maintenance, supplies, and insurance. The total cost of expenses is then subtracted from the total income, equaling a surplus of $346,136.00, of which is put into the savings category. 
Weeks of Operation: 31 weeks (before-and-after care); 10 weeks (summer camp)

	
	
	Daily
	Weekly
	
	
	Monthly
	Annual
	

	INCOME (based off of one child)
	
	
	
	
	

	Tuition
	
	
	
	
	
	
	
	

	Based off of a Five Day week
	
	
	
	
	

	Early care
	
	$25 
	$125 
	
	
	$500 
	$4,000 
	

	After school care
	$50 
	$250 
	
	
	$1,000 
	$8,000 
	

	
	
	
	
	
	
	
	
	

	Summer Camp
	$43 
	$215 
	
	
	$860 
	$2,150 
	

	Five Day week with early care
	$25 
	$125 
	
	
	$500 
	$1,250 
	

	
	
	
	
	
	
	
	
	

	TOTAL INCOME (for 30 children)
	
	
	
	$462,000 
	

	
	
	
	
	
	
	
	
	

	EXPENSES
	Wks/yr
	Hrs/wk
	Hourly wage
	Weekly wage
	%
	Monthly wage
	Annual wage
	SAVINGS

	Payroll Expense
	
	
	
	
	
	
	

	Head Director
	42
	41.5
	$15.95 
	$661.93 
	
	$2,647.70 
	$27,800.85 
	

	Leader 1
	42
	35.5
	$10.42 
	$369.91 
	
	$1,479.64 
	$15,536.22 
	

	Leader 2
	42
	35.5
	$10.42 
	$369.91 
	
	$1,479.64 
	$15,536.22 
	

	Morning Aide
	42
	7.5
	$8.75 
	$65.63 
	
	$262.52 
	$2,756.46 
	

	Afternoon Aide
	42
	13.5
	$8.75 
	$118.13 
	
	$472.50 
	$4,961.25 
	

	Extra aide
	N/A
	N/A
	$8.75 
	n/a
	
	n/a
	n/a
	

	STAFF BENEFITS
	
	
	
	%12
	$7,990.92 
	

	Health insurance
	
	
	
	
	
	
	

	Dental insurance
	
	
	
	
	
	
	

	Education allowance
	
	
	
	
	
	
	

	FRINGE PERSONNEL COSTS
	
	%13
	$8,657 
	

	Payroll taxes
	
	
	
	
	
	
	

	Worker's comp.
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Cost of food
	
	
	
	
	
	
	$7,100 
	

	Rent
	
	
	
	
	
	
	$12,500 
	

	Utilities
	
	
	
	
	
	
	3,000
	

	Maintenance
	
	
	
	
	
	$1,500 
	

	Curriculum supplies
	
	
	
	
	
	$6,000 
	

	Office supplies
	
	
	
	
	
	$2,000 
	

	
	
	
	
	
	
	
	
	

	INSURANCE
	
	
	
	
	
	
	
	

	Accident
	
	
	
	
	
	
	$175 
	

	Directors insurance
	
	
	
	
	
	$175 
	

	Liability
	
	
	
	
	
	
	$175 
	

	
	
	
	
	
	
	
	
	

	TOTAL EXPENSES
	
	
	
	
	
	$115,864 
	

	
	
	
	
	
	
	
	
	$346,136.00 

	TOTAL SURPLUS
	
	
	
	
	
	$0.00 
	


8b. Parent Fee Schedule      

Hours of Operation for “School Year” Early Hours 

Monday through Friday   7am - 8:30am

Rates for “School Year” Early Hours

$8.33 per half an hour
$20 per hour for late pick up (after 6pm)

$25 per day

$125 per week

$500 per month

$4,000 annually
Hours of Operation for School Year After School Care

            Monday through Friday    1:45pm - 6pm

Rates for “School Year” After School Rates

$8.33 per hour or fraction there of

$20 per hour for late pick up (after 6pm)

$50 per day

$250 per week

$1000 per month

$8,000 annually
Hours of Operation for “Summer Camp” Early Hours 

Monday through Friday   7am - 8:30am

Rates for “Summer Camp” Early Hours 

$8.33 per half an hour 

$20 per hour for late pick up (after 6pm)

$25 per day

$125 per week

$500 per month

$1,200 annually
Hours of Operation for “Summer Camp” after summer school care

            Monday through Friday  12:00pm - 6pm

Rates for Summer Session Rates after summer school care

$6.88 per hour or fraction there of

$20 per hour for late pick up (after 6pm)

$43 per day

$215 per week

$680 per month

$2,150 annually
	School Program- based off of a five day week
Tuition based on one child

*Payment due on the first of the month! 
Payment Deadline 5th of each month!
	
	
	
	
	
	

	Early care
	August
	September
	October
	November
	December
	January
	February
	March
	April
	May

	
	2 weeks
	4 weeks
	4 weeks
	3 weeks
	2 weeks
	2 weeks
	4 weeks
	3 weeks
	4 wks
	3 wks

	Tuition
	
	
	
	
	
	
	
	
	
	

	
	$250 
	$500 
	$500 
	$375 
	$250 
	$250 
	$500 
	$375 
	$500 
	$375 

	
	
	
	
	
	
	
	
	
	
	

	After care
	August
	September
	October
	November
	December
	January
	February
	March
	April
	May

	
	2 weeks
	4 weeks
	4 weeks
	3 weeks
	2 weeks
	2 weeks
	4 weeks
	3 weeks
	4 wks
	3 wks

	
	
	
	
	
	
	
	
	
	
	

	Tuition
	$200 
	$400 
	$400 
	$300 
	$200 
	$200 
	$400 
	$300 
	$400 
	$300 

	
	
	
	
	
	
	
	
	
	
	

	Summer Program-Based off of a five day week
	
	
	
	
	
	

	Early care
	June
	July
	August
	
	
	
	
	
	
	

	
	4 wks
	4 wks
	2 wks
	
	
	
	
	
	
	

	Tuition
	500
	$500 
	$250 
	
	
	
	
	
	
	

	After care
	
	
	
	
	
	
	
	
	
	

	Early care
	June
	July
	August
	
	
	
	
	
	
	

	
	4 wks
	4 wks
	2 wks
	
	
	
	
	
	
	

	Tuition
	$860 
	$860 
	$430 
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	School Program
	Hourly
	Weekly
	Monthly
	Annually
	
	
	
	
	

	Early Care
	
	$8.33 
	$125 
	$500 
	$4,000 
	
	
	
	
	

	After Care
	
	$8.33 
	$250 
	$1,000 
	$8,000 
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Summer School
	
	
	
	
	
	
	
	
	

	Early care
	
	$8.33 
	$125 
	$500 
	$1,250 
	
	
	
	
	

	After care
	
	$6.88 
	$215 
	$860 
	$2,150 
	
	
	
	
	


8c. Salary Schedule
Staff salaries are broken down by total hours per week, hourly rate, and weeks per year. All staff are non-exempt from overtime. All staff works the same hours during the week with different salary wages. The director pay is $15.95 per hour, the leaders’ pay is $10.42 per hour, and aides pay $8.75 per hour. The director works 41.5 hours per week, the leaders work 35.5 hours per week, the morning aide works 7.5 hours per week, and the afternoon aide works 13.5 hours per week. Paychecks are issued the last Friday of every month.

	*Staff are paid at the end of every month
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	Wks/year
	Wage/hr
	Hrs/wk
	
	Annual Wage for 41 weeks
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Director
	
	41
	$15.95 
	41.5
	
	
	
	
	
	

	Leader 1
	
	41
	$10.42 
	35.5
	
	
	
	
	
	

	Leader 2
	
	41
	$10.42 
	35.5
	
	
	
	
	
	

	Morning Aide                               41
	$8.75
	7.5 
	
	
	
	
	
	

	Afternoon Aide                             41 
	$8.75
	13.5 
	
	
	
	
	
	

	Extra aide
	N/A
	N/A
	N/A
	N/A
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	August
	September
	October
	November
	December
	January
	February
	March
	April
	May

	School 
	2 wks
	4 wks
	4 wks
	3 wks
	2 wks
	2 wks
	4 wks
	3 wks
	4 wks
	3 wks

	
	
	
	
	
	
	
	
	
	
	

	Director
	$1,323.85 
	$2,647.70 
	$2,647.70 
	$1,985.80 
	$1,323.85 
	$1,323.85 
	$2,647.70 
	$1,985.80 
	$2,647.70 
	$1,985.80 

	Leader 1
	$739.82 
	$1,479.64 
	$1,479.64 
	$1,109.73 
	$739.82 
	$739.82 
	$1,479.64 
	$1,109.73 
	$1,479.64 
	$1,109.73 

	Leader 2
	$739.82 
	$1,479.64 
	$1,479.64 
	$1,109.73 
	$739.82 
	$739.82 
	$1,479.64 
	$1,109.73 
	$1,479.64 
	$1,109.73 

	Morn.aide     $131.25
	$262.52 
	$262.52 
	$196.89 
	$196.89 
	$131.25 
	$262.52 
	$196.89 
	$262.52 
	$196.89 

	After. Aide    $236.25
	$472.50 
	$472.50 
	$354.38 
	$354.38 
	$236.25 
	$472.50 
	$354.38 
	$472.50 
	$354.38 

	Extra aide
	n/a
	n/a
	n/a
	n/a
	n/a
	n/a
	n/a
	n/a
	n/a

	
	
	
	
	
	
	
	
	
	
	

	
	June
	July
	August
	
	
	
	
	
	
	

	
	4 wks
	4 wks
	2 wks
	
	
	
	
	
	
	

	Summer 
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Director
	$2,647.70 
	$2,647.70 
	$1,323.85 
	
	
	
	
	
	
	

	Leader 1
	$1,479.64 
	$1,479.64 
	$739.82 
	
	
	
	
	
	
	

	Leader 2
	$1,479.64 
	$1,479.64 
	$739.82 
	
	
	
	
	
	
	

	Morn.aide     $262.52
	$262.52 
	$131.25 
	 
	
	
	
	
	
	

	After. Aide    $472.50
	$472.50 
	$236.25 
	 
	
	
	
	
	
	

	Extra aide        N/a
	N/a
	N/a
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


9. Job Descriptions

9a. Job Description - Teacher

General Purpose

To plan, organize, and implement an appropriate curriculum in an environment that encourages learning. This environment should be open but also a guide that encourages students to develop and achieve their academic potential.
Main Job Tasks and Responsibilities (included but not limited to)
· Plan, prepare, and deliver instructional activities that facilitate active learning experiences

· Communicate clear directions and objectives for each activity

· Prepare the classroom for different activities

· Provide a variety of learning materials, resources, and methods to meet student’s varying needs

· Observe and evaluate student’s performance and development

· Assign and grade class work, homework, tests and assignments

· Provide feedback on work

· Maintain accurate and complete records of student’s progress and development

· Prepare required reports on students and activities

· Manage student behavior in the classroom by establishing classroom rules and procedures

· Participate in extracurricular activities such as social activities, sporting activities, clubs, and student organizations

· Participate in department and school meetings and parent meetings

· Communicate necessary information regularly to students, colleagues, and parents regarding student progress and student needs

· Keep up to date with developments in subject areas, teaching resources and methods, and make relevant changes to instructional plans and activities

· Supervises students inside and out of classroom 

Qualifications
· Bachelors degree or higher from an accredited institution

· Meets professional teacher education requirements of school, district, and state

· Single subject teaching credential or certification of multiple subject credential

· Relevant teaching experience

· Knowledge of relevant research and technology

Skills and Qualities

· Self motivated

· High energy

· Flexible

· Takes initiative

· High stress tolerance

· Adaptive

· Decision making

· Organized

· Pays attention to detail

· Good verbal and written communication skills

· Motivated

Teacher Evaluation
	
	Never
	Seldom
	Occasionally 
	Usually
	Always
	Comments

	1. Motivates students to develop skills, positive attitudes and knowledge needed to succeed in school.
	
	
	
	
	
	

	2. Establishes good relationships with parents and other staff members.
	
	
	
	
	
	

	3.  Demonstrates different learning strategies for different learning styles.
	
	
	
	
	
	

	4. Keeps appropriate records of student’s academic, progress, and social growth.
	
	
	
	
	
	

	5. Identifies student needs and cooperates with other professional staff members in assessing and helping students solve health, attitude, and learning problems.
	
	
	
	
	
	


9b. Job Description - Director

General Purpose
Provide a fun and enriching environment for students to attend before-and-after school. Provide structured activities and help students with homework. Direct activities of the center and provide care for children by performing the following duties.

Essential Duties and Responsibilities
· Prepares and submits facility budget Board of Directors

· Assesses facility maintenance needs

· Confers with parents regarding activities, policies, and enrollment procedures

· Recommends methods of modifying inappropriate behavior and encouraging learning experiences

· Submits planning calendars to Board of Directors

· Required to maintain a minimum of 30 hours a week on-site in ratio with participants

· Provide weekly schedules for parents and students

· Provide healthy snacks for students

· Provide activities that provide rich learning opportunities

· Attend monthly director staff meetings

· Prepare parent newsletters

· Conducts monthly staff training meetings

· Collect and update emergency forms once school starts

· Keep accurate attendance records for each child enrolled in the program

· Responsible for purchasing needed equipment and supplies

· Submit payroll information (timecards)

· Completes performance evaluations for all employees at least once a month

· Participates in at least two community events per year

· Responsible for daily operations of program

· Know who the emergency contacts for children are

· Have a good understanding of all safety regulations of program

Skills and Qualities

· Self motivated

· High energy

· Flexible

· Takes initiative

· Good verbal and communication skills

· High stress tolerance

· Organized

· Decision making skills

· Motivated

· Computer and math skills

Qualifications
· Bachelors degree from four-year college or university in recreation, child development, or related field

· Two years related management experience

· Ability to read, analyze, and interpret general business manuals, profession journals, technical procedures, or governmental regulations

· Ability to write reports

· Effectively present information and respond to questions from managers, clients, customers, and the general public.

Director Evaluation
	
	Never
	Seldom
	Occasionally 
	Usually
	Always
	Comments

	1. Speaks and behaves in a professional manner with staff, children, parents, visitors, service, and people at all times.
	
	
	
	
	
	

	2. Serves all children without any bias or favoritism.
	
	
	
	
	
	

	3.  Develops and maintains strong and respectable relationships with children, parents, and staff.
	
	
	
	
	
	

	4. Assists staff in finding ways of meeting an objective or by designating areas in which specific objectives should address. 
	
	
	
	
	
	

	5. Models the schools philosophy and standards.
	
	
	
	
	
	


10. Staff Hiring  

Interview Questions

1. What experience do you have working with children?

2. What Child Development/ Liberal Study credits do you have and how many?

3. What is one positive experience you have had while working with children and explain how you handled it.

4. Describe one negative experience you had while working with children and explain how you handled it.

5. Have you ever worked in an ethnically community?

6. What skills and abilities will you bring to this program?

7. Describe your style of teaching?

8. How important to you is it to get to know the families of the program?

9. Are you CPR and First Aid certified?

10. Do you have at least 12 units of Early Child Education?

11. Are you comfortable communicating with head directors and other staff about potential problems or anything you are uncomfortable about?

12. What is your view on the importance of a child’s education?

Scenario One

An eight-year old boy who is enrolled in the program tends to get frustrated and upset when something does not go the way that he wants. He has loud outbursts when he does not get to play a video game at the exact moment that he wants, or when he is not feeling included in an activity. The staff has spoken to him and asked him why he gets so upset and he does not answer them, he just walks away. The staff has asked the director to talk to the boy and see if he will talk to him but the boy just says that he is having a bad day. The director decides to keep a closer eye on this boy to see what was going on. He could not figure out the problem so he decides to hold a parent-teacher conference to talk to the parents about what is going on. The parents feel that maybe since he is an only child he may not feel welcomed and may not feel like he is being paid attention to.

How would you handle this situation?

How do you feel the staff and director handled the situation?

What would you do differently?

Scenario Two

There is a group of girls who are enrolled in the program. One girl is from England and has an accent. Another girl decides that she really likes the accent and wants to start speaking with the accent as well. The other girls think this is was funny so they start to make fun of the girl who is imitating the accent. The two girls who were making fun of the other girl stand in the corner of the room and point and laugh at the girl who was faking the accent. The girl who is faking the accent doesn’t know the other girls were making fun of her. Another girl in the group who did not like that the girls were making fun of her friend told the staff. When the staff went to talk to the girls who were making fun of the other girl, the staff asked, “Hey girls, why are you pointing and laughing at her?” The girls said, “Because she is faking that accent, she doesn’t really have one and we think it is dumb!” The staff replied by saying, “Girls, it’s not nice to call someone dumb, but it is pretty funny that she is faking an accent isn’t it?” The staff and the two girls continued to laugh together while the girl who was made fun of stormed off and told the director what happened. The director then walked over to the staff and pulled her aside to hear what was going on. The director did not like that the staff joined in on laughing with the girls. The director also asked the girls to not laugh at the other girl anymore.

What do you think about this scenario?

What would you have done in the position as the staff? Director?

How would you encourage children to be polite, and how would you try to decrease bullying?

The interview process will be done in an all-day training day for the program. The monthly catalogue will advertise application dates for interested applicants. Potential applicants will be notified about training dates, requirements to bring to training such as a prepared kid-friendly song and game, and the ability to teach the song and game during the training day. Applicants will play various get-to-know-you games with the staff, directors, and other applicants. All attendees will play games designed to play and teach with children. A few days after the training, the applicants will be asked to finalize required paperwork. This is one step closer to being hired. The next set of paperwork is the background check, and fingerprints. Once these documents have been cleared, applicants will then be called into their first information night. This is when all important dates and information is discussed. If they are unable to attend the all-day training, they will not be hired this year. 

Note: The above interview questions are to determine whether or not the applicant is reliable, dependable, and has the qualifications for the job. They are used to get a better understanding of their views on children’s education and how they react in different situations. It is important to get to know the applicant on a personal level to see if they are going to be a positive asset to the program, and to see if they will work well with the other staff. It is important for the staff to have a Child Development or Liberal Study background because they will have a better understanding of how children act and react in different situations.

11. Staff Training Courses

Annual Schedule for Staff Training

*Each training will be held on the first Monday of every month

January: Special Needs!

This training session will focus on the special needs that teachers should have in order to understand the way that children learn. Teachers will also need to have the skills for dealing with children with special needs. This training session will read through and discuss the NAEYC Code of Ethical Conduct and Statement of Commitment and the Code of Ethical Conduct Supplement for Early Childhood Program Administrators.

Duration Time: 1-2 hours

February: Conferences!

This session will focus on the importance of Parent-Teacher conferences. Not only will it focus on how important these conferences are, it will focus on what is to be discussed at these times. Staff will learn: necessary communication skills, understanding that families are all unique, different ways to approach the discussed information, appropriate attitudes to have during this conference.

Duration Time: 1-2 hours

March: Diversity!

This session will focus on diversity in the classroom. Staff will learn about diversity in the classroom. Staff will gain the knowledge of children with disabilities, diverse cultures, and ethnic backgrounds. Staff will learn to respect every child as an individual.

Duration Time: 1-2 hours

April: Confidentiality!

This session will focus on the importance of confidentiality. Staff will learn how to keep information regarding each child confidential. Staff will also gain the understanding of why taking photographs is inappropriate as well as other confidentiality issues.

Duration Time: 1-2 hours

May: We Are Not Robots!

This month’s training session will focus on weaning children off of electronic games while introducing them to fun alternative games. Additionally, we will brainstorm on activities and games that will be fun for children and staff to do on bad weather days.

Duration Time: 1-2 hours

June: Filling the Gaps!

This month’s training session will focus on different ways to fill the non-activity gaps throughout the day. Staff will bring a game and song they prepared to teach to the group. This exercise will teach new songs and games that can be done with children to fill the non-activity gaps between activity periods. The goal is to help the day run more smoothly and add interest without having too much down time. 

Duration Time: 1-2 hours

July: Safety First!

This month’s training session will focus on first aid and CPR training. Staff will review their current first aid and CPR, and will be able to update and renew certification if needed. It is required for staff to have these qualifications in order to work with children and to keep the safety of the children as one of their highest priorities. A Red Cross Specialist will be available at this training session for the certification requirements and to answer questions. 

Duration Time: 1-2 hours

August: Everyone Loves a Healthy Body!


This training session will focus on the importance of heath and nutrition in the program. We will focus on healthy foods that will be served in the center, the amounts of foods that children at different ages can eat in a healthy manor, and ways to encourage finicky children to eat the healthy foods that are provided at the center. 

Duration Time: 1-2 hours

September: Time Management!

This month’s training session will be focused on time management. The session will focus on ways to improve the Staff’s use of time to make sure they get the best use of the time while working with the students. Since it is close to the beginning of the school year, we will focus on the best strategies to complete tasks in a timely manor.

Duration Time: 1-2 hours

October: Why Are You So Difficult?

This training session will focus on the children who have behaviors and personalities that are hard to work with. Teachers will also need the special skills when dealing with children who are challenging, difficult, and disruptive. Staff will develop the skills to relax while working with the students and not let every action of the students get under their skin. 

Duration Time: 1-2 hours

November: Keep It Interesting!

This training session will focus on ways to keep the day-to-day schedules interesting for children and staff. Staff will gain skills on ways to keep every day fun and interesting for the entire program. The goal is to help staff get energized with the day-to-day tasks of work.

Duration Time: 1-2 hours

December: Know Your Surroundings!

This training session will focus on the importance of knowing and remembering each child. Not only is it important for the staff to know whom each child is, but to know who picks them up every day, and who their emergency contacts are. It is important for staff to be aware of strangers to the program for the safety of the children, staff, and school. Not only will this session focus on the importance of knowing the school community and parents, it will focus on the importance of knowing where children are at all times, the safety and danger areas of the program and school, as well as knowing the important guidelines of the program and school. 

Duration Time: 1-2 hours
12. Operating Schedule
Daily Schedule
Summer Day:

Monday, July 12, 2012; 7:00-8:30am; 12-6:00pm

7:00-8:30 am

Free Time: example: playing board games, playing video games, reading, arts and crafts, etc.

12-12:45: Lunch Time 

*Children bring their own bag lunches and eat outside at the tables.

12:45-1:00: Clean up

1-1:15: Attendance and overview of daily/weekly schedule

1:15-2:00: Activity Period One

Arts and Crafts Project- Duct Tape Wallets- 10 children 

*Duct tape is found in the arts and crafts cabinet. There are directions on how to construct the wallets with the duct tape. 

Outside Activity- Kick Ball- 10 children

*The rubber kick balls are found in the outside storage bin along with the cones to mark off the designated bases. 

Water Activity- Water Pong- 10 children

*The object of water pong is to have two teams of two on either end of a table. One child on each side tries to throw the ball into the cup of water. If the child makes the ball in a cup, the team who did not throw the ball has to dump the cup of water on their head.

2:00-2:20: Snack time

*The food is found in the food storage room in the kitchen. There are all of the weekly food supplies in this room or in the refrigerator.

2:20-2:25: Clean Up

2:30-3:15: Activity Period Two



Arts and Crafts Project- Duct tape- 10 children

Food Activity- Ice Cream in a bag! - 10 children

*Supplies: rock salt, sugar, half &half, vanilla extract, ice, large plastic bags, and small plastic bags. The sugar, vanilla and half &half go into a sealed small baggy. The small baggy is then placed into the large baggy that is filled with the salt and ice. The bags are shaken together until the little baggy has ice cream! 

Outside Activity- Basketball- 10 children

3:15-3:25: Clean Up

3:25-4:00: Free Time/Hang Time

4:00-4:45: Activity Period Three

Arts and Crafts- friendship bracelets

* Friendship bracelet thread is fond in the arts and crafts cupboard along with the scissors and tape.

Food Activity-Ice Cream in a bag! - 10 children 

Outside Activity- free time on the playground

4:45-4:55: Clean up

4:55-6:00: Free Time/Hang Time

School Year
School Day: Tuesday, March 20, 2012

Before School Care: 7:00-8:30am

Free Time/Hang time before school

After School Care 1:45-6:00pm

1:45-2:15-Lunch Time
*Children bring their own bag lunches and eat outside at the tables.

2:15-2:25: Clean Up

2:30-2:45: Attendance and overview of daily activities

2:50-3:30: Activity Period One



Duct tape Wallets- 10 children

*Duct tape is found in the arts and crafts cabinet. There are directions on how to construct the wallets with the duct tape. 

Flower clips- 10 children

* Supplies: hot glue guns, bobby pins, fake flowers. Supplies are in the arts and crafts cupboard. 

Kick-ball- 10 children

3:30:3:40- Clean up

3:40-4:00- Snack time
*The food is found in the food storage room in the kitchen. There are all of the weekly food supplies in this room or in the refrigerator.

4:00-4:40- Activity Period Two



Duct Tape Wallets- 10 children

Mosaics- 10 children 

Water toss- 10 children

4:40-4:50- clean up

4:50-6:00- Free Time/Hang out time

Kids can go outside on the playground, play video games, do homework, etc. A staff will be outside with the kids and there will be a staff inside with the kids inside. 
Weather Day

Summer Day: 

Monday, July 12, 2012; 7:00-8:30am; 12-6:00pm

7:00-8:30 am

Free Time: ex) playing board games, playing video games, reading, arts and crafts, etc.

12-12:45: Lunch Time
12:45-1:00: Clean up

1-1:15: attendance and overview of daily/weekly schedule

1:15-2:00: Activity Period One

Arts and crafts- Mosaics- 10 children 

*Supplies: beads, glitter, construction paper, scissors. Supplies are found in the arts and craft cupboard. Children will be able to create their own picture. 

Card activity- any card games that the children want to play

2:00-2:20: Snack time

*The food is found in the food storage room in the kitchen. There are all of the weekly food supplies in this room or in the refrigerator.

2:20-2:25: Clean Up

2:30-3:15: Activity Period Two

Arts and crafts-Mosaics- 10 children 

*Supplies: beads, glitter, construction paper, scissors. Supplies are found in the arts and craft cupboard. Children will be able to create their own picture. 

 Food activity- Smoothies

*Supplies: blender, fruit, juice, ice. Have three children help you blend, put supplies in blender, help clean up.

3:15-3:25: Clean Up

3:25-4:00: Free Time/Hang Time

4:00-4:45: Activity Period Three

Arts and crafts-Mosaics- 10 children 

*Supplies: beads, glitter, construction paper, scissors. Supplies are found in the arts and craft cupboard. Children will be able to create their own picture. 



Card Games-any card games that the children want to play

4:45-4:55: Clean up

4:55-6:00: Free Time/Hang Time
School Year

School Day: Tuesday, March 20, 2012

Before School Care: 7:00-8:30am

Free Time/Hang time before school

After School Care 1:45-6:00pm

1:45-2:15-Lunch Time
2:15-2:25: Clean Up

2:30-2:45: Attendance and overview of daily activities

2:50-3:30: Activity Period One

Duct-tape wallets- 10 children

*Duct tape is found in the arts and crafts cabinet. There are directions on how to construct the wallets with the duct tape. 

Flower clips- 10 children

* Supplies: hot glue guns, bobby pins, fake flowers. Supplies are in the arts and crafts cupboard. 

Paper Mache- 10 children 

*Supplies are in the arts and craft cupboard.  Children will have glue paste and different colored tissue paper to paste onto poster board to create art pieces. 

3:30:3:40- Clean up

3:40-4:00- snack time
*The food is found in the food storage room in the kitchen. There are all of the weekly food supplies in this room or in the refrigerator.

4:00-4:40- Activity Period Two

Duct-tape wallets- 10 children

*Duct tape is found in the arts and crafts cabinet. There are directions on how to construct the wallets with the duct tape. 

Paper Mache- 10 children 

*Supplies are in the arts and craft cupboard.  Children will have glue paste and different colored tissue paper to paste onto poster board to create art pieces. 

Card games- any cards game that children want to play. 

*Cards are found in the arts and crafts cupboard.

4:40-4:50- clean up

4:50-6:00- Free Time/Hang out time


Ex) reading, video games, card games
13. Health and Safety Guidelines

13a. Weekly Menu

	Weekly Menu
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	Breakfast
	-Peach or Vanilla Yogurt

-Tangerine Slices

-Toast

Milk
	-Strawberry Yogurt

-Apple Juice or Water

-Toast
	-Oatmeal

-Blueberries

-Apple Juice or Water

-Toast
	-Cottage Cheese

-Plums

- Orange Juice

-Toast
	-Rice Cereal

-Banana Slices

-Milk or Water

	Snack
	-Pita Chips

-Fruit Salad

-Water
	-String Cheese

-Crackers

-Water or Strawberry Milk
	-Strawberry Jell-O

- Cucumber Slices

-Water
	-Graham Crackers with Peanut Butter

-Water
	-Cherries and Strawberries cut in small pieces

-Water or Apple Juice

	Lunch
	-Chicken Slices

-Vegetables

-Apple Juice or Water

-Strawberries
	-Frankfurters cut in small strips

-Pasta

-Vegetables

-Apple Juice or Water
	-Bowtie Pasta

-Rice

-Cooked carrots

-Bananas

-Milk or Water
	-Pinto Beans

-Broccoli

-Potato Bites

-Chocolate Milk or Water
	-Slightly cooked celery

-Peaches

-Chicken Strips

-Water

	Afternoon Snack
	-Raspberries

-Chocolate Pudding

-Water
	-Fruit Cocktail

-Chocolate Chip Cookies

-Juice or Water
	-Apple Slices and Peanut Butter

-Water or Juice
	-Watermelon Slices

-Frozen yogurt

-Water
	-Graham Crackers with Peanut Butter

-Water


13b. Health Forms
 Allergy Form

[image: image5.png]Child With Allergy Reaction Form

Child’s Name:

Parents: Date Informed

Emergency Contact Numbers:

Specific Allergy:

Found in

Symptoms that an allergic reaction is occurring in your child:

Dose of children’s Benadryl to be given during first 30min of reaction
Is an Epi-Pen used for this if an allergic reaction is caused: Yes / No

If Yes We need one provided for us to keep here labeled for the child.
Please show two people near to your child how to use it.

1. 2.

tsps

If no, what should we do to help child in the case of a reaction:

Physician: Contact #

Signed & understood by two above people : 1. 2.

Parent Signed Dated





Immunization Record

[image: image6.png]DEPARTMENT OF HEALTH SERVICES STATE OF WISCONSIN
Division of Public Health 252.04 and 120.12 (16) Wis. Stats.
F-04020L (Rev. 08/10)

STUDENT IMMUNIZATION RECORD

INSTRUCTIONS TO PARENT: COMPLETE AND RETURN TO SCHOOL WITHIN 30 DAYS AFTER ADMISSION. State law requires all public and private
school students to present written evidence of immunization against certain diseases within 30 school days of admission. The current age/grade specific
requirements are available from schools and local health departments. These requirements can be waived only if a properly signed health, religious, or personal
conviction waiver is filed with the school. The purpose of this form is to measure compliance with the law and will be used for that reason only. If you have
questions on immunizations or how to complete this form, contact your child’s school or local health department.

Step 1

Step 2

Step 3

Step 4

Step 5

PERSONAL DATA PLEASE PRINT
Student’s Name Birthdate (Mo/Day/Yr) Gender | School Grade | School Year
Name of Parent/Guardian/Legal Custodian | Address (Street, City, State, Zip) Telephone Number
)

IMMUNIZATION HISTORY

List the MONTH, DAY AND YEAR your child received each of the following immunizations. DO NOT USE A (V) OR (X) except to answer the
question about chickenpox. If you do not have an immunization record for this student at home, contact your doctor or public health department to
obtain it.

TYPE OF VACCINE* FIRST DOSE SECOND DOSE THIRD DOSE FOURTH DOSE FIFTH DOSE
Mo/Day/Yr Mo/Day/Yr Mo/Day/Yr Mo/Day/Yr Mo/Day/Yr

DTaP/DTP/DT/Td (Diphtheria, Tetanus, Pertussis)

Adolescent booster (Check appropriate box)
[] Tdap T1d

Polio

Hepatitis B
MMR (Measles, Mumps, Rubella)

Varicella (Chickenpox) Vaccine
Vaccine is required only if your child has not had
chickenpox disease. See below:

Has your child had Varicella (chickenpox) disease? Check the appropriate box
And provide the year if known:

[JYES year (Vaccine not required)

[] NO or Unsure (Vaccine required)

REQUIREMENTS

Refer to the age/grade level requirements for the current school year to determine if this student meets the requirements.

COMPLIANCE DATA

STUDENT MEETS ALL REQUIREMENTS
Sign at Step 5 and return this form to school.
Or

STUDENT DOES NOT MEET ALL REQUIREMENTS

Check the appropriate box below, sign at Step 5, and return this form to school. PLEASE NOTE THAT INCOMPLETEY IMMUNIZED STUDENTS
MAY BE EXCLUDED FROM SCHOOL IF AN OUTBREAK OF ONE OF THESE DISEASES OCCURS.

|:| Although my child has NOT received ALL required doses of vaccine, the FIRST DOSE(S) has/have been received. | understand that the
SECOND DOSE(S) must be received by the 90th school day after admission to school this year, and that the THIRD DOSE(S) and FOURTH
DOSE(S) if required must be received by the 30th school day next year. | also understand that it is my responsibility to notify the school in
writing each time my child receives a dose of required vaccine.

NOTE: Failure to stay on schedule and notify the school may result in court action and a fine of up to $25.00 per day of violation.

WAIVERS (List in Step 2 above, the date(s) of any immunizations your child has already received)

|:| For health reasons this student should not receive the following immunizations

SIGNATURE - Physician Date Signed
|:| For religious reasons this student should not be immunized.

|:| For personal conviction reasons this student should not be immunized.

LIST VACCINE(S) WAIVED

SIGNATURE

This form is complete and accurate to the best of my knowledge. By signing this form | give permission to share my child’s immunization records
with the Wisconsin Immunization Registry and my Immunization Provider for the purpose of maintaining a complete and accurate record to assist in

assuring full immunization. Check here if you do not give your permission

SIGNATURE - Parent/Guardian/Legal Custodian or Adult Student Date Signed





Incident Report Form[image: image7.png]Incident Report Form

Report any incident including injury, property damage, or youth protection event:
1. Immediately following the incident, call the Council Office at
2. Follow up by immediately completing and faxing this form to council at

PLEASE PRINT CLEARLY

UNIT INFORMATION

Unit: Chartering Organization:
INFORMATION ON PERSON IN CHARGE OF THE GROUP
Name:
Address:
Phone Home: Work:
numbers:
Fax: E-Mail:

INFORMATION ON THE INCIDENT

Nature of the activity:

Place of the activity:

Date of the incident:

Time of the incident:

Exact location of the incident:

Weather Conditions (if applicable):

Name of Leader in charge at the time:

Description of incident (if vehicle involved, attach owner, driver, registration info on separate page.)

Witness Name:

Home Phone:

Work Phone:

Witness Name:

Home Phone:

Work Phone:

COMPLETE ONLY IF THIS INCIDENT WAS REPORTED TO THE POLICE

Police Station Name, Number:

Police Station Address:

Name and Phone Number of Officer in Charge:




[image: image8.png]INFORMATION ON INJURED PERSON OR OWNER OF DAMAGED PROPERTY

Name: Birth date:

Address:

Phone Numbers: Home: Work:

Complete this section if Unit: Chartering Organization:

this person is a
registered member:

Youth / Adult (Please circle one)

Please describe nature
of injury or property
damage

Complete if applicable: Name of doctor consulted: Phone:
Complete if applicable: Name and address of hospital or clinic: Phone:
REPORTING DETAILS

This report must be Print full name:

signed by a currently

registered Scouting Position in Scouting:

member or a current

employee.
Street Address:

Fax to council office -

when competed; send Town, State, Zip:

original to

Council, Telephone (Home) (work)

Fax: Email:
Signature: Date:





Emergency Form

[image: image9.png]EMERGENCY FORM

INSTRUCTIONS TO PARENTS:

(1) Complete all items on this side of the form. Sign and date where indicated.

(2) If your child has a medical condition which might require emergency medical care, complete the back side of the form. If necessary, have your child’s
health practitioner review that information.

NOTE: THIS ENTIRE FORM MUST BE UPDATED ANNUALLY.

When parents cannot be reached, list at least one person who may be contacted to pick up the child in an emergency:

1. Name Telephone (H) (W)
Last First
Address
Street/Apt.# City State Zip Code
2. Name Telephone (H) (W)
Last First
Address
Street/Apt.# City State Zip Code
3. Name Telephone (H) (W)
Last First
Address
Street/Apt.# City State Zip Code
Child’s Physician or Source of Health Care Telephone
Address
Street/Apt.# City State Zip Code

In EMERGENCIES requiring immediate medical attention, your child will be taken to the NEAREST HOSPITAL EMERGENCY ROOM. Your signature
authorizes the responsible person at the child care facility to have your child transported to that hospital.

Signature of Parent/Guardian

Child’s Name

Last

Enrollment Date

First

Child’s Home Address

Hours & Days of Expected Attendance

Birth Date

Street/Apt.# City State Zip Code
Mother’'s Name Home Telephone
Last First
Mother’s Employer/School
Name Address
Mother's Home Address (If different from above)
Street/Apt.# City State Zip Code
Work Telephone Cellular Phone Beeper
Father's Name Home Telephone
Last First
Father's Employer/School
Name Address
Father's Home Address (If different from above)
Street/Apt.# City State Zip Code
Work Telephone Cellular Phone Beeper
Name of Person Authorized to Pick Up Child (daily)
Last First Relationship to Child
Address
Street/Apt.# City State Zip Code
ANNUAL UPDATES
(Initials/Date) (Initials/Date) (Initials/Date) (Initials/Date)

OCC 1214 (Revised 7/05) - Side 1 of 2 - All previous editions are obsolete.




[image: image10.png]INSTRUCTIONS TO PARENT:
(1) Complete the following items, as appropriate, if your child has a condition(s) which might require emergency medical

care.
(2) If necessary, have your child’s health practitioner review the information you provide below and sign and date where
indicated.
Child’s Name: Date of Birth:

Medical Condition(s):

Medications currently being taken by your child:

Date of your child’s last tetanus shot:

Allergies/Reactions:

EMERGENCY MEDICAL INSTRUCTIONS:
(1) Signs/symptoms to look for:

(2) If signs/symptoms appear, do this:

(3) To prevent incidents:

OTHER SPECIAL MEDICAL PROCEDURES THAT MAY BE NEEDED:

COMMENTS:

Note to Health Practitioner:

If you have reviewed the above information, please complete the following:

Name of Health Practitioner Date

( )

Signature of Health Practitioner Telephone Number

OCC 1214 (Revised 7/05) - Side 2 of 2 - All previous editions are obsolete.




 Medical Consent Authorization 
[image: image11.png]Medical Consent Authorization

Act 52 of 1999 Medical Consent Act

L , am the Parent/ Legal Guardian (if Legal

Guardian, attach copy of court order) of the child(ren) listed below and there are no court orders now

in effect that would prohibit me from conferring the power to consent upon another person.

I, , do hereby confer upon
(Name of Parent or Legal Guardian or Custodian)

(Name of Person Bringing Child(ren) for Care)

residing at

the power to consent to necessary medical or mental health treatment for the following child(ren):

1) Name: Born on:

Residing at:

2) Name: Born on:

Residing at:

3) Name: Born on:

Residing at:

and on the child(ren)’s behalf do hereby state that the power to consent that I confer shall not be

affected by my subsequent disability or incapacity.

The power that I confer is specifically limited to health care and mental health care decision making,

and it may be exercised only by the person named above.




[image: image12.png]The person named above may consent to the following examinations and treatment for my child(ren)

(check all that apply):
Medical Surgical Mental Health
Immunizations Development Dental
Other (specify)

and may have access to any and all records, including, but not limited to, insurance records regarding

any such services.

I confer the power to consent freely and knowingly in order to provide for the child(ren) and not as a
result of pressure, threats or payments by any person or agency. This document (which consists of two
pages) shall remain in effect until it is revoked by my written notification to my child (ren)’s medical,

mental health care, and insurance providers, and the person named above.

In witness hereof, I have signed my name to this medical consent authorization, on this day of

,20 in , Pennsylvania.

(Printed Name) of Parent or Legal Guardian

(Signature) of Parent or Legal Guardian

(Witness Signature)

(Witness No. 1 Printed Name and Address)

(Witness Signature)

(Witness No. 2 Printed Name and Address)

(Signature of Adult Person who is Being Given Power to Consent)

(Forms/Medical consent Act 52 revised.doc)





14. Family Involvement

City of Dreams Center for Children is a center with positive, energetic staff working towards developing a friendly environment. We strive on creating good relationships with children and parents. We hold scheduled parent-teacher conferences each month to give feedback on how children are doing in the program, and take parent feedback as needed. We believe that families are the primary providers for their children and respect different family values and beliefs. We encourage families to share their backgrounds to develop a stronger community within the program.
The first form is a weekly letter that is sent home with parents. The letter will describe the events and activities of the week for parents to have an understanding of what their children will be doing. The second form provided is a Parent/Teacher Conference Form. This will help with the parent teacher conference meetings and provide feedback for parents on their children’s progress. 

Newsletter:

Dear Parents,

City of Dreams is very excited to share what we have in store for this week. This week’s theme is “Around the World”.  Every day we are going to explore a different part of the world. Monday we are going to China, Tuesday we will travel to Africa, Wednesday we will explore South America, Thursday we will sail to Australia, and Friday we will make our way back to the United States!

We are going to have different art, food, games, and activities for children to engage in. For some of games and activities we will incorporate water. Please have your child bring extra clothes to change into, as they may get wet. The daily snacks will be based on the different cultures and traditions of the world. Make sure your child brings a bagged lunch every day.

** Friday is Pizza Lunch Day! If your child does not like pizza, make sure to send a packed lunch! **

Sincerely,

Stephanie Silva

Director

City of Dreams Center for Children

Parent Teacher Conference Form

[image: image13.png]Parent / Teacher Conference Form

Note: Parent/Teacher conferences may be used as an intervention prior to referral to the SAP or recommended as part of a
SAP action plan. This sample form offers a guide through a documented conference discussion.

Parent/Caregiver:

Parent Contact Information (telephone #):

Grade:

Teacher(s) participating in conference (name and subject taught):

Language:

1)
2)
3)
Strengths? Concerns? Ideas for parent/student?
U Asks for help Student needs to: L 8-10 hrs of sleep; alarm clock
U Attends class every day O Attend school every day L Attend After-School tutorials
U Comes prepared with U Be on time to class U Check homework log daily
materials U Bring all materials U Clean up backpack/locker
L Comes to class on time QO Remain seated during class | (1 Daily Progress Report
U Completes homework O Complete class work O Enroll in an after-school program
U Does well on tests O Participate appropriately U Get health check-up & follow up
U Gets along with other O Communicate respectfully U Get phone #s of study buddies
students O Help others as needed U Healthy breakfast & lunch daily
U Has positive attitude Q Be positive towards learning | (1 Obtain counseling: academic/
O Is respectful towards adults | O Pay attention, focus social/emotional
O Listens well O Complete homework U Obtain/meet with adult mentor
O Participates in class O Other: U Reward small improvements
0 Solves problems U Student Attendance Review Team
U Thinks creatively 0 Student Success Team
O Other: U Weekly Progress Report
O Other:
GComments/Notes
Signatures
Parent/Caregiver: Teacher(s):
Student: Date:
CCIICN CHtitdAant CiinnAan + CAmiiAa~na MNAanAartinaAnt CAD MNMAaniin I Aivmniat DNNNO





15.  Market Materials: Flyer and Advertisement

15b. Flyer
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Enroll Today!

Five spots
available!

123 Main Street Los Gatos, CA 95030
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15a. Advertisement

City of Dreams Center for Children 

Los Gatos, CA

City of Dreams Center for Children is a before-and-after school program for children in first through fifth grade. The program has a highly qualified Director, two leaders, and two aides. We provide healthy and nutritious snacks every day and have daily schedules that are loaded with fun activities for the students. 

We are Open Five Days a Week! We offer early morning care as well as afternoon care. We have a limited total enrollment of 30 children. Currently, only FIVE SPOTS ARE AVAILABLE!
Hours of Operation 

School Year

Early Care: 7:00-8:30 am

After School Care: 1:45-6:00pm

Summer School

Early Care: 7:00-8:30 am

After School Care: 12:00-6:00 pm

Tuition Rates

School Year

Early Care: $8.33/half an hour, $25/day

After School Care: $8.33/hour, $50/day

Summer

Early Care: $8.33/half an hour, $25/day

After School Care: $6.88/hour, $43/day

Please email if you are interesting in enrolling your child today! We look forward to meeting you and your child!

cityofdreams@cityofdreams.com 

www.cityofdreams.com
