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Welcome to our YMCA Learning Center! 
 

Since 1995, we have proudly provided high-quality care and enrichment for 

children in our community. Our school-age program is designed to support 

children as they grow in confidence, responsibility, and independence while 

continuing to experience the joy of childhood. 

 

We believe school-age children learn best when they are engaged, curious, 

and actively involved in meaningful experiences. Our program offers a balance 

of child choice, hands-on exploration, and intentional, teacher-led activities 

that encourage problem-solving, creativity, collaboration, and leadership. 

Children are given opportunities to explore their interests, build friendships, 

and develop new skills in a supportive and fun environment. 

 

Our talented staff are the strength of our program. They are selected for their 

knowledge of child development, their ability to connect with children, and 

their commitment to creating a safe, inclusive, and engaging space. 

 

We understand that the school-age years are an important time for children 

to discover who they are and what they are capable of. It is a privilege to be 

part of that journey. My role is to ensure that every child and family feels 

welcome, supported, and valued within our center and our YMCA community. I 

look forward to partnering with you to make your child’s experience here 

joyful, enriching, and successful. 

 

Respectfully yours, 

 
McKenzie Callahan 
 

Childcare Director 
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Why the Y? 
The YMCA has created a space that allows children to grow personally and explore the world around them in 

a safe and exciting environment. In today’s world filled with screens and busy schedules, the YMCA takes us 

back to what is really important in childhood – playing outside, making new friends, and stepping outside of 

your comfort zone to try things you’ve never tried before. We are committed and ready to partner with you to 

help kids be kids as they develop into some pretty amazing people along the way.  

 

Mission 
Our mission at the YMCA is to put Christian principles in practice through programs that build healthy spirit, 

mind and body for all. Our school age program teaches respect and self-confidence to aid in the development 

of a healthy spirit. We do this by modeling respect and teaching children to be the best version of 

themselves. We nurture a healthy mind by developing the whole child to grow academically and socially. 

Finally, we build healthy body by focusing on nutrition and making movement a priority.  

 

Center Administration and Operations  
The YMCA is governed by a volunteer Board of Directors representing our YMCA community. The specific 

point of contact for the school-age program is McKenzie Callahan, Childcare Director, at 812-932-1415 or 

mcallahan@siymca.org.  

 

School-age Programs & Schedules  
Kids Club is an extended care program located at the YMCA Learning Center. Hours of operation include 

before school from 6:00 am – 7:15 am (when buses pick up) as well as after school from 3:00 pm – 6:00 pm.  

 

Children are transported to and from Batesville Community Schools including St. Louis via Batesville’s school 

bus. Children are served a healthy snack upon their arrival to the child care center in the afternoon.  There is 

also a quiet time to focus on school homework daily.  Although we offer a time for children to independently 

work on homework, the YMCA Kids Club is not responsible for the accuracy or completion of homework.  It is 

the family’s responsibility to see that their children complete assigned schoolwork.  After school care offers 

opportunities for children to join in a variety of enrichment experiences, including service-learning; science 

and reading; and developing social skills.  They gather in a safe environment that focuses on making friends, 

building relationships, staying active, and exercising leadership skills.  Care is also available on non-school 

days during school breaks, E-Learning days, and weather closures. 

All of the YMCA Learning Center programs will be closed on the following holidays: New Year’s Day, Memorial 

Day, Independence Day, Labor Day, Thanksgiving Day, the day after Thanksgiving, Christmas Eve, and 

Christmas Day. If any of the holidays fall on a weekend, the day of closing with be posted in advance. We 

reserve the right to adjust hours of operation and that will also be posted in advance.  

 

Our Staff 
Our child care staff are experienced, trained professionals chosen for their warmth, creativity, experience 

with children, and commitment to excellence.  We employ people who are nurturing, who understand child 

development, and who respect each child as an individual.  We seek employees who value working as a team 

with families, colleagues, and volunteers.  Our staff environment encourages mutual respect for each 

individual’s personal characteristics and teaching style, opportunities for shared leadership, and provision for 

providing professional growth.  Per state licensing regulations, the lead teacher of each program has or is in 

the process of obtaining a CDA credential or higher degree in Early Childhood Education. 

Each staff person has on file two or more written references.  We require a Criminal History Check, physical 

examination, drug screening and annual TB skin test.  Our staff is annually trained in Infant, Child and Adult 

mailto:mcallahan@siymca.org
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CPR and Bloodborne Pathogens.  Pediatric First Aid (including management of a blocked airway and rescue 

breathing for infants and children) is recertified every 2 years.  All staff is trained to use the AED.  All child 

care staff receives annual training in Child Abuse Recognition & Prevention, Nutrition and Sanitization 

regarding food handling and Teaching Children with Disabilities.  All staff have new employee orientation 

prior to working alone with children. 

Continuing education is an important part of working at our child care center.  All staff is required to 

participate in a minimum of 12 in-service hours per year.  We also are a participant of the T.E.A.C.H. Early 

Childhood Indiana enabling employees who work 30 or more hours a week to earn a Child Development 

Associate Credential (CDA) and/or an Associate or Bachelor’s Degree in Early Childhood Education.  With the 

T.E.A.C.H. scholarship, our site pays 10%, the employee pays 10% and the scholarship pays the remaining 

80%.   

Our Center  
It is in the best interest of our children, families, and staff to collaborate with an extensive network of 

agencies and individuals.  Our collaborations focus on the healthy development of children, on providing the 

family ultimate support, on developing our community in knowledge and understanding of early childhood 

practices, and on advocating for safe environments for our children. 

The center is licensed to operate by the Office of Early Learning and Out Of School Care (OELOSC).  Our 

license is posted in the child care entrance.  We are also licensed for food service operations with 

documentation displayed in the kitchen by the Indiana State Board of Health and Child and Adult Care Food 

Program.  (The USDA and The State of Indiana are equal opportunity providers and employers.)  We also meet 

compliances with the Indiana State Fire Marshall.  To view Indiana Rules for Licensed Child Care Centers 

please log on to http://www.in.gov/fssa/carefinder/2736.htm.  Our compliance reports can be accessed by 

logging onto www.childcarefinder.in.gov/.    

We also work with River Valley Resources and The Children’s Bureau who serve as our voucher agencies 

helping families in need of financial assistance.  Our staff also collaborates with community and family 

volunteers.  Volunteers working more than 8 hours per month have the same requirements as staff including 

criminal history check, physical and TB skin test.  Together, with these volunteers, we strengthen our 

community’s awareness of early childhood practices helping our children, families, center, and community 

develop healthier characteristics. 

Other collaborating agencies and family support services include: 

o INcompass Healthcare 

o Children’s Health Care, Dr. Gretchen Hartz 

o Children’s Dental, Dr. Erica J. Bayoneto 

o Building Blocks 

o IAEYC  

o First Steps 

o NECPA 

Ratio 
We are licensed to operate by the Indiana Division of Family and Social Services. State teacher ratios which 

we abide by states that in a classroom with 6-12 year olds the ration is 1:20. Should there be a time that a 

classroom has too many children to meet this ratio, a member of our administration team or another staff 

member will step in to correct the ratio at the earliest moment possible.  

 

http://www.in.gov/fssa/carefinder/2736.htm
http://www.childcarefinder.in.gov/
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Enrollment Process 
The enrollment process begins with a tour of the school-age facility with a member of the administrative 

staff. Next, the registration form is completed by the parent/guardian. Following, the parent/guardian should 

ensure that questions on the school-age program, including such topics as drop off and pick up procedures, 

tuition and fees, incident and accident reporting and medication policy, are answered. All paperwork is 

reviewed, completed by parent/guardian and returned prior to enrollment.  

Needed items to be submitted to the center include a physical examination done within the last year and 

updated annually, as well as up to date childhood immunizations. Medical forms must be turned into the front 

office within 30 days from day of enrollment. If a child is overdue for any routine health services, 

parent/guardian must provide evidence of an appointment for those services before the child’s entry into the 

program and as a condition of remaining enrolled in the program, except for any immunization for which 

parent/guardian use religious exemption. The content of your child’s enrollment file is kept confidential in the 

front office. It is immediately available to administrators or teaching staff as deemed necessary by the 

Childcare Director, as well as regulatory agencies upon request.   

Health information may be discussed with persons listed as emergency contacts on your child’s emergency 

card if an emergency situation arises.  YMCA staff will never request or discuss a child’s medical issues 

without parent/guardian written permission for such discussions.  It is the parent’s/guardian’s responsibility 

to request and complete all medical documentation/forms in a timely manner.   

This center does not discriminate in the enrollment of children upon the basis of race, color, religion, sex, 

national origin, or financial status. If your child has an IEP or IFSP, this document is required at enrollment 

and as it is updated.  We encourage staff participation in any IEP or IFSP case conference to better enable us 

to help your child. 

Payment Procedures 
Fees are reviewed annually or as needed by the Southeastern Indiana YMCA Board of Directors.  The rates 

are based on those charged by programs of similar quality and do not meet the actual cost of care that we 

provide.  A self-funding subsidy is available for families with financial hardships. 

1. Kids Club tuition payments are due and payable preceding the week’s care. Payments must be paid 

via automatic withdrawal from a credit card, checking, or savings account. A $25.00 fee will be 

applied for any non-sufficient funds (NSF) occurrence. 

2. Care will be terminated for unpaid balances exceeding two weeks. Care may be suspended for 

reoccurring negligence of late payment. 

3. There is a non-refundable registration fee required each year for each child enrolled in the center. 

New enrollees will also be charged the first week’s tuition payment which will be applied to that 

week’s care. This is nonrefundable if care plans change, including but not limited to starting later 

than planned, no longer needing care, etc. 

4. Fees are due on a continuous basis even if your child is ill or absent. Late fees will be charged even 

though your child is not in attendance when payment is due. 

5. Holiday closures will be listed in advance.  Your child’s normal weekly tuition will be charged even if it 

is a 3 or 4 day week of care.  (ie. Thanksgiving, Christmas and New Year’s). 

6. Part time students are not eligible for child care subsidy or discount. 

7. A $50 annual registration fee will be charged prior to enrollment and then every August following the 

enrollment date.  Registration fees paid after May 31 will count toward the annual August 

registration fee.  

8. A child must be listed on a family membership to receive membership pricing. 

9. All departures from each room must be done by 6:00 p.m. or a late pick-up charge of $20.00 is 

required for each 10-minute interval after 6:00 p.m.  This fee will be charged to the next week’s 

payment.  The fee is a deterrent to pick up late to ensure our staff have time to be at home with 

their families and overtime pay for staff is avoided.  Late pick up charges are as follows:  
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  6:01-6:10 $20 charged 

  6:11-6:20 $40 charged *care suspended on next occurrence in 30 days 

  6:21-6:30 $60 charged *care suspended on next occurrence 

10. A two-week advance written notice is required when withdrawing your child or requesting a change 

of schedule.  This gives us an opportunity to fill the vacancy.  If notice is not given, 2 regular 

schedule weeks’ fee will be charged.  This notice must be given to and signed by the Childcare 

Director and a withdrawal form completed.  

11. When a wait list is needing to be created, it will be first come first serve. (Kids of full-time Y staff 

get first priority on the wait list)  

 

Leave of Absence 
We have the following leave of absence policies: 

1. Work Interruption: 3-12 weeks away from child care (i.e. teachers, pregnancy, major medical, laid off) 

a)  Typically there is no weekly fee required during absence. See exception below. 

b) A signed commitment waiver stating when your child will be returning, with a paid $50 registration 

fee and the first week’s tuition must be completed before withdrawal. (First week’s tuition will only 

be charged if a space is committed by admin staff) 

c)  If the classroom that your child(ren) will be re-entering on return is going to be filled, the admin 

team will contact you and give you one of the following options: 

- You may begin paying the regular weekly fee to hold your spot before returning, or 

- If you choose not to pay the weekly fee, and if your child’s classroom is full upon returning, 

you will be moved to the waiting list. 

2. Long term interruption: for those persons wanting to withdraw their child(ren) for more than thirty (30) 

days for any reason(s) other than work interruption 

a)  A written 2 week notice must be given to the Childcare Director. 

b) A signed commitment waiver stating when your child will be returning with a paid $50 registration 

fee and the first week’s tuition must be completed before withdrawal. (First week’s tuition will only 

be charged if a space is committed by administration staff) 

c) Enrollment of your child(ren) will be based on the availability of classroom space. 

 

Parent/Guardian Communication Policy  
To help keep everyone informed, Y Pack will use Brightwheel as our primary communication tool between 

families and program staff. Through Brightwheel, you’ll receive updates on your child’s day, reminders, 

photos, and important announcements. 

We encourage all families to check Brightwheel regularly and use the app to message us with any questions 

or concerns. 

Absences 

If a student is absent from school, and therefore absent from Y-pack, parents must notify the Y staff through 

Brightwheel (communication app). 

Family Involvement  
Parents/guardians may contact the staff for a conference to discuss their child’s needs and progress or 

exchange information concerning their child or family/culture.  It may not be possible to share lengthy 

information during camp time or in front of the child.  

In accepting the privilege of using the YMCA Learning Center programs, families must also accept the 

responsibility to follow the policies stated in this handbook.  Failure to communicate consistently, to 

responsibly handle health or discipline problems, or to follow standards listed below may result in the 
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suspension of the privilege to use the YMCA Learning Center and related programs. The YMCA Learning 

Center and related programs have the responsibility for the safety and care of all the children in attendance 

and cannot compromise that responsibility to accommodate those who do not meet their obligations.  It is 

the parents’/guardians’ responsibility to: 

1. Follow all rules and regulations stated in this handbook. 

2. Maintain timely communication through Brightwheel. Families are expected to check and respond to 

messages on Brightwheel promptly. This tool is the primary method for day-to-day communication 

and plays a key role in resolving concerns efficiently and respectfully. 

3. Keep the staff informed of any important changes in the home situation. 

4. Not discussing observations or information acquired through your child(ren) or other 

parents/guardians.  Any information about a child/family is treated confidentially. Concerns should 

be discussed with the Childcare Director. 

5. Informing the YMCA staff of any type of virus or illness contracted by your child that might be 

contagious. 

6. Discussing concerns and/or observations regarding your child(ren) with appropriate staff in a timely 

manner. 

7. Treating YMCA staff and families with respect. 

8. Not displaying hostile behavior in front of staff members, families, or children. 

9. Information on student needs, such as an IEP or 504 plan, need to be included in the child(ren)’s file 

to ensure we are able to support the needs of the child(ren) as much as we can in Y Pack. Any other 

additional information (behavior needs, social/emotional needs, etc.) would also be helpful to know 

as we desire to support the child(ren) and family as much as we can! 

Families who fail to meet these outlined responsibilities will be counseled on an individual basis.  Those 

parents/guardians who consistently fail to meet outlined responsibilities will be suspended or required to 

remove their child(ren) from the program.   

Persons Appearing to Be Impaired by Drugs/Alcohol at Pick-Up 
Parents/guardians have the right to immediate access to their child. The center cannot deny a custodial 

parent access to their child even if the parent appears to be impaired. However, the staff will delay the 

impaired parent as long as possible, while contacting management, other parent, and if necessary, the local 

police and Child Protective Services.   

Any other authorized person who attempts to pick up a child and appears to the staff to be under the 

influence of drugs and/or alcohol will be denied access to the child.  The staff will contact the child’s 

parents/guardians, and if necessary local police and Child Protective Services to notify them of the situation. 

Visitor Policy 
Custodial parents/guardians are always welcome to our center at any time to visit their child.  We do, 

however, discourage you from having other family and friends visit your child at the center because it can be 

disruptive to the routine.   

If you would like to have a family member (or other person) occasionally visit your child at the center, you 

must provide, in writing, the person’s name, date and time of visit (arrival and departure) to administrative 

staff with your signed consent.  The visitor will need to check in at the office and show picture I.D.  Visitors 

are limited to one hour of time, even if visiting siblings or multiple children.  This policy is in place to keep 

disruption of classroom activities to a minimum. 

Guidance & Behavior Support Policy 

We are committed to creating a safe, welcoming, and inclusive environment for all children in our care. We 

use positive guidance strategies that support healthy development and foster appropriate behavior. However, 
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there are times when a child’s behavior may pose a significant safety risk or consistently disrupt the 

experience of others. 

In these cases, we follow a thoughtful process to support the child and the classroom, while maintaining 

flexibility to act swiftly if needed. Depending on the severity of the behavior, suspension or removal from the 

program may take effect immediately, without following the full support process outlined below. 

 
Support Process 

1. Initial Observation & Communication 

Staff will observe the child’s behavior and implement age-appropriate strategies to support positive 

behavior. If concerns persist, the classroom teacher or Childcare Director will meet with the 

parent/guardian to discuss the concerns, strategies being used, and begin collaborative planning. 

2. Ongoing Support & Planning 

If challenges continue, a personalized support plan may be developed with input from the family, 

staff, and, when appropriate, outside resources (e.g., developmental services, mental health 

professionals, pediatricians, etc.). 

3. Referral to Services 

If needed, families may be referred to community resources. Continued enrollment may depend on the 

family’s willingness to engage with these supports and follow through on agreed-upon actions. 

 
Suspension or Termination of Care 

We reserve the right to immediately suspend or terminate a child’s care if: 

 The behavior endangers the child, peers, or staff 

 The family is unwilling to participate in a behavior support process 

 Outside resources and internal supports have been exhausted without meaningful improvement 

 The center cannot safely or appropriately meet the child’s needs 

In cases of severe behavior, care may be suspended or terminated immediately without following the full 

support process above. This is to ensure the safety and well-being of all children and staff. While we strive to 

provide a transition period when possible, in certain situations care may be discontinued without notice. 

This policy aligns with our core values and professional standards, including those of the NECPA’s Core 

Values. Our priority is always to support the whole child, collaborate with families, and ensure a safe, 

enriching environment for everyone. 

Disagreements with the Instructor or Classroom/Group Happenings 

The staff and administration of the school-age program strive to give each child the best possible care in a 

safe and nurturing environment. Occasionally, differences may arise between a parent/guardian and staff. If 

this does occur, the following steps should be taken: 

1. Talk to the instructor involved. Most differences or misunderstandings can be resolved through open, 

respectful communication at this level. 

2. If the issue is not resolved after this conversation, the parent/guardian or teacher may bring the 

concern to the attention of the Childcare Director. 

3. In rare cases where the issue remains unresolved, the parent/guardian or teacher may choose to 

escalate the concern to the CEO, Tara Britton. 

Throughout this process, all parties are expected to engage in a respectful and solution-focused manner, 

keeping the child’s well-being at the center of the discussion. Consideration should be given to the teacher’s 

classroom practices, expectations, and professional judgment, as well as to the program’s policies and 
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procedures outlined in this handbook. Working together collaboratively ensures a positive and supportive 

environment for every child. 

BULLYING 

The primary goal of all youth development programs is to foster achievement, relationships and belonging.  

Children will sometimes display behavior inconsistent with our four core values of caring, honesty, respect 

and responsibility and make another child feel uncomfortable or unwelcome.  We realize that these behaviors 

can range from inadvertent rudeness to bullying.   

We take bullying very seriously at the Y and our staff are trained in how to identify and correct bullying 

behavior.  If your child expresses concern about being bullied, please inform our staff right away so that it 

can be addressed.  Below is information from a licensed therapist on childhood behaviors ranging from rude, 

to mean, to bullying. 

RUDE VS. MEAN VS. BULLYING 

RUDE = inadvertently saying or doing something that hurts someone else.  From kids, rudeness might look 

more like burping in someone’s face, jumping ahead in line, bragging about achieving the highest grade or 

even throwing a crushed up pile of leaves in someone’s face.  On their own, any of these behaviors could 

appear as elements of bullying, but when looked at in context, incidents of rudeness are usually spontaneous, 

unplanned inconsideration, based on thoughtlessness, poor manners or narcissism, but not meant to actually 

hurt someone. 

MEAN = purposely saying or doing something to hurt someone once (or maybe twice).  The main distinction 

between “rude” and “mean” behavior has to do with intention; while rudeness is often unintentional, mean 

behavior very much aims to hurt or depreciate someone.  Kids are mean to each other when they criticize 

clothes, appearance, intelligence, coolness or just about anything else they can find to denigrate.  Meanness 

also sounds like words spoken in anger – impulsive cruelty that is often regretted in short order.  Very often, 

mean behavior in kids is motivated by angry feelings and/or the misguided goal of propping themselves up in 

comparison to the person they are putting down.  Commonly, meanness in kids sounds an awful lot like: “Are 

you seriously wearing that sweater again?  Didn’t you just wear it, like last week?  Get a life.”  “You are so 

fat/ugly/stupid.” 

BULLYING = intentional aggressive behavior, repeated over time, that involves an imbalance of power.  

Experts agree that bullying entails three key elements: an intent to harm, a power imbalance, and repeated 

acts or threats of aggressive behavior.  Kids who bully say or do something intentionally hurtful to others, 

and they keep doing it, with no sense of regret or remorse – even when targets of bullying show or express 

their hurt or tell the aggressors to stop.  Bullying may be physical, verbal, relational, or carried out via 

technology:  

PHYSICAL AGGRESSION was once the gold standard of bullying – the “sticks and stones” that made adults in 

charge stand up and take notice.  This kind of bullying includes hitting, punching, kicking, spitting, tripping, 

hair pulling, slamming a child into a locker and a range of other behaviors that involve physical aggression. 

VERBAL AGGRESSION is what our parents used to advise us to “just ignore.”  We now know that despite the 

old adage, words and threats can, indeed, hurt and can even cause profound, lasting harm. 

RELATIONAL AGGRESSION is a form of bullying in which kids use their friendship – or the threat of taking 

their friendship away – to hurt someone.  Social exclusion, shunning, hazing, and rumor spreading are all 

forms of their pervasive type of bullying that can be especially beguiling and crushing to kids. 
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CYBERBULLYING is a specific form of bullying that involves technology.  According to Hinduja and Patchin of 

the Cyberbullying Research Center, it is the “willful and repeated harm inflicted through the use of computers, 

cell phones, and other electronic devices.”  The likelihood of repeated harm is high with cyberbullying because 

electronic messages can be accessed by multiple parties, resulting in repeated exposure and repeated harm. 

Information from: http://www.huffingtonpost.com/signe-whitson/bullying_b_2188819.html 

Illness at the Y 
Staff and administration want to play a role in the safeguarding for our campers from communicable illnesses. 

Children who are mildly ill (i.e. minor cold symptoms) may remain at the center only with an administrator’s 

approval.  

Children with symptoms of communicable disease will remain with a staff member until the parent/guardian or 

designated representative arrives for the child. We make every effort to reach the parent/guardian when a 

child is ill, but if there is no verbal contact, we will notify the emergency contacts indicated by the 

parent/guardian on the data entry form and the student emergency card.  

Children will be sent home/expect to stay home if the following is present:  

 A fever of 100º F or higher, axillary 

 A skin rash that has not been identified by a phone call or in writing from a physician who has seen 

the rash 

 Diarrhea and/or vomiting 

 Evidence of head lice, nits, scabies, or other parasite 

 Severe coughing 

 Rapid or difficulty breathing 

 Sore throat or difficulty swallowing 

 Stiff neck 

 Infected skin patches 

 Pain of which the child complains and interferes with normal activity 

 Evidence of infection 

 Excessive fatigue 

 A moist or open cold sore 

 Symptoms of conjunctivitis including redness, swelling or discharge (children will be excluded until 

symptoms improve or the child has been on medication for 24 hours) 

 

Children may be readmitted: 

 With a physician’s statement that the child is free from communicable disease and that returning 

poses no risk to the child or to others.  

OR 

 Is visibly free from communicable disease, fever free without fever reducing medications for at least 

24 hours and free of vomiting /diarrhea for at least 24 hours while on a normal diet.  (48 hours 

during heightened illnesses at the center) 

 

The center retains the right to continue to exclude a child despite a physician’s statement if that statement 

contradicts the center’s policies.  When a communicable disease in a child’s camp group is confirmed, 

parents/guardians are informed in writing within 24 hours via a posting in the child’s group area and/or a 

notification via Brightwheel (communication app).  If vaccine-preventable diseases have occurred in the 

program, the specific disease will be posted in the affected group area and/or a notification via Brightwheel 

(communication app).  The YMCA Learning Center reserves the right to promptly exclude any under immunized 

child if a vaccine-preventable disease occurs in the program.     

http://www.huffingtonpost.com/signe-whitson/bullying_b_2188819.html
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Our staff members have special training in recognizing communicable diseases.  The staff relies on their 

training, as well as the disease chart issued by the Indiana State Board of Health kept in the red backpacks 

with each group to determine indicated diseases.  We follow strict handwashing and disinfection procedures.  

If a child’s diet must be modified for health reasons, a physician’s written explanation is required. If a child’s 

diet is modified for cultural or religion reasons, the parent/guardian is asked to put the request in writing. In 

both these instances, the parent/guardian may be asked to help provide supplemental foods.  

 

Administration of Medicine 
Any administrator or teaching staff who administers medication has had specific training on Medication 

Administration with the Six Rights for Giving Medications and is updated annually by a health professional. 

Take the following into consideration when setting up the administration of medicine at the YMCA Learning 

Center.  
1. Medication is given only if parents/guardians sign a center-supplied Medication Administration form 

and only if it is needed 3 or more times a day.  No over-the-counter medicine will be administered 

more than 5 days.  After 5 days, a physician written instruction will be required.  Dosage shall not 

exceed the appropriate amount for the child’s age and weight as stated on the label. 

2. Any over-the-counter medicine requires a “Record of Medication Order” form to be completely filled 

out and signed by a physician or dentist.  This form must be completed annually until age 2 then 

every 2 years after that.  

3. Prescription medication must have a prescription label with the child’s name, exact dosage, specific 

number of daily dosages, the route of administration, and current date on it.  Instructions “to be 

given as needed” must have specific written instructions by the parent/guardian.  The label must be 

attached to the original container.  You should ask the pharmacist for an extra bottle with label if 

you need one for home.  

4. No medication will be given if it is past the written expiration date on the container.   

5. Medical samples and over-the-counter oral medicines MUST have a written note from the doctor as 

well as a parent/guardian signed form.   

6. Non-medicated Chap Stick, sunscreen, and bug spray do not require a physician’s signature, but do 

need a parent’s/guardian’s written instructions and permission.  Such items must be labeled and 

given to a teacher. 

7. The “Medication Administration” form will be signed by the staff member administering medication 

and kept on file for a minimum of one year. 

8. When bringing over-the-counter medication to the center, please ensure your child’s name is clearly 

marked on the bottle. 

9. Tylenol and other fever reducers/pain relievers may be kept at the center (in a locked container) until 

the date of expiration.  Cold medicines and others that are only needed for a current illness must be 

taken home at the end of the course of treatment. 

10. All emergency medications that must be readily available (EpiPen, Benadryl for allergic reactions, and 

Asthma medications) will be kept in the child’s classroom out of the reach of children in a locked 

cabinet or carried by the staff member during classroom outings. 

 
Illness, Injury or Death of a Staff Member 

Should a staff member become sick or seriously injured, parents/guardians of that classroom will be notified 

by the administration team or other staff in the classroom.  A substitute teacher will be scheduled until the 

return of that staff member.   

In the unfortunate death of a staff member, the following will take place with the least amount of disruption 

to daily operations: 

1. Parents/guardians of the classroom involved will be personally contacted making them aware of the 

situation. 
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2. If appropriate, staff will meet as a group in prayer to mourn our loss prior to returning to the 

classroom the following day. 

3. A letter will be issued to all parents/guardians informing of the death and our grieving process. 

4. Children will have opportunity to deal with the event by creating cards to express their feelings. 

5. A counselor or clergy will be contacted and available to help anyone in the grieving process. 

 

Nutrition 
We provide nutritionally balanced snacks, meals, and cooking activities. Menus are provided in the child care 

corridor. Copies are available upon request. We limit sugars and prefer birthday celebrations sent by 

parent/guardian to be raisins or other fruits, yogurt, crackers and cheese, or other nutritious alternatives to 

cake and ice cream. Any food items brought to the center must be store bought and in its original, unopened 

container.  

Mealtimes during breaks from school/summer include breakfast served at 8:30am and lunch at 11:30am – 

12pm as well as a snack at 3:00p. Snack is provided to our after-school program as well. Our menus meet 

the guidelines provided by the Indiana State Board of Health and the Child and Adult Food Program. (The 

USDA and The State of Indiana are equal opportunity providers and employers.)  

Our center is a nut free center. This is required for our kitchen as well as food sent into the center. Items 

that contain nuts will not be served and will be discarded to ensure the safety of the children with allergies. It 

is important that you advise us of any allergies/suspected allergies your child may have by submitting a 

physical statement of the allergy and restrictions.  

 

Diet 
If a child’s diet must be modified for health reasons, a physician’s written explanation is required.  If a child’s 

diet is modified for cultural or religious reasons, the parent/guardian is asked to put the request in writing. In 

both these instances, the parent/guardian may be asked to help provide supplemental foods. 

SAFETY 
No child is ever left alone or unsupervised.  We ask that parents/guardians closely supervise their children in 

the driveway, lobbies, and elsewhere in the center.  It is recommended that children exit from cars and be 

offered a hand to hold.  Sticking together seems to be a reasonable safety request.  Please do not park 

against the curb at the child care entrance ensuring that visibility is clear of oncoming cars for safe crossing.  

It is discouraged to leave idling vehicles in our parking lot.  Parents/guardians are responsible for handing 

their child off to the child’s teacher ensuring the teacher is aware of his/her presence. Children MAY NEVER 

be left alone inside of a vehicle.  

Children must be signed in and out daily by their teachers in the classroom.  This is extremely important since 

the list is used to check attendance during emergency drills or events.  Children are released only to persons 

for whom the staff has written permission from the parents/guardians.  We will ask for photo identification 

for all unknown pick-ups to match the name on the data entry form or student emergency card.  Please 

ensure the teacher is aware of the departure of your child.   

Other ways to keep children safe at the YMCA Learning Center is to ensure there is immediate access to a 

phone (for emergency use) in every area of the center. Aerosol sprays are not used when children are present. 

Smoking is not permitted on the YMCA property.  

YMCA Learning Center staff and administration are required to report their suspicions of child abuse or child 

neglect to the Child Abuse Hotline at 800-800-5556. The Indiana division of Family and Children Social 

Services can also be contacted to report any suspected violation of the YMCA Learning Center.  
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Fire Safety 

1. Monthly fire and disaster drills will be held at varying times during the year at a minimum of one fire 

drill per month.  The childcare admin team will maintain a record of fire and disaster drills. 

2. A fire alert and weather emergency plan, including evacuation routes, is posted in each classroom.   

3. In case of emergency evacuation, the center will use the Medical Arts Building (building to the south 

of the Y on HWY 129) until re-entry to our building is possible or all children are picked up.   

Water Safety 

1. Signed permission form from a parent/guardian is required for each child swimming.  This is done by 

signing the Child Activity Agreement form. 

2. All swimming pools are fenced or locked from access by children. 

3. The child care staff always accompany children during swim time.  Pool is supervised by certified 

lifeguards. 

4. Child-Staff ratio shall be halved and/or exceed state requirements. 

Field Trip Safety 

1. Signed permission form from the parent/guardian is required before escorting or transporting a child 

to or from the center for any reason.   

2. By signing the Child Activity Agreement form you agree to allow us to transport to any field trips 

taken on the YMCA premises (i.e. the gymnasium, game room or swimming pool) as well as transports 

by the YMCA school bus and Batesville Community Schools for school year transports as needed for 

daily care. 

3. A first aid kit and a fire extinguisher shall be available on each field trip.  A person trained in first aid 

will be available on each field trip.  Each child’s emergency card will be taken on every trip.  All 

children transported on trips are accounted for before, during, and after transport by designated 

staff member.   

Incidents and Accidents 

1. A report will be filed when an accident or injury occurs at the center.   The incident/accident form will 

be given and explained to the parent/guardian.  It will be signed by the parent/guardian.  One copy 

will remain in the child’s enrollment file. 

EMERGENCIES 

Medical and Dental Emergencies: A parent/guardian will be notified immediately in the event of any accident, 

injury, or illness requiring immediate medical or dental treatment.  In the event we cannot reach either 

parent/guardian, the next person listed on the data entry form or student emergency card shall be contacted.  

If immediate transportation is required, the EMS will be called, and the child will be transported to Margaret 

Mary Health. 

First aid bags are kept in each classroom noted by a red bag.  First aid supplies are also available in the staff 

lounge, child care front desk, and in the buses.  Emergency numbers are filed in the child care front office as 

well as kept in each classroom.  All staff is trained in Pediatric First Aid, Infant, Child and Adult CPR, AED and 

Bloodborne Pathogens.   
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Emergency Phone Numbers: 

1. EMS                911 

2. Fire Department     812-934-2230 

3. Police Department    812-934-3131 

4. Margaret Mary Health (hospital)   812-934-6624 

5. Poison Control Center    1-800-382-9097 

 

Dr. Gretchen Hartz (812-933-6000) is our consulting Child Care Physician. 

Dr. Erica J. Bayoneto (812-934-6166) is our consulting Children’s Dentist. 

In the event of an emergency, one teacher will remain with the child.  A second teacher will remove the other 

children to another area.  The child care admin staff will be notified immediately.  First Aid will be 

administered, a parent/guardian notified, and transportation arranged, if necessary.  Enrollment in the center 

implies permission for emergency transportation to be provided.  We will not accept any children whose 

parents or guardians refuse to grant permission for emergency transportation.  All of the child’s records will 

be taken with the child.  A staff member will remain with the child until a parent/guardian arrives.  The 

attending staff member will prepare an incident report, a copy will be given to the parent/guardian and a 

copy kept on file at the center. 

In case of an illness, a child may rest on a cot in the childcare office, or in an area away from the other 

children but visible to an adult.  The child will be continually supervised until a parent/guardian arrives. 

Fire Emergencies: Staff members remain calm and reassure the children.  The person noting the fire sounds 

the alarm and calls the fire department (911) when safe to do so.  Staff members escort children to the 

nearest safe exit and congregate in the parking lot by the shelter or designated assembly area.  The staff 

takes attendance which is compared to the daily sign-in sheets.  The administration team checks the 

restrooms, cots, classroom, kitchen and other used areas to ensure everyone has evacuated the premise.  

Plans for evacuation are posted in each classroom.  Elevators are not used for evacuation. 

Stormy Weather Emergencies: Once it is determined that the weather is worsening, staff members are 

informed by the administration team.  They remain calm and reassure the children.  Children are escorted to 

the inner hallway or restroom in the basement level of the center per their evacuation plan posted in their 

classroom.  Staff may bring books or manipulative games with them for the children.  Parents/guardians who 

arrive to take their children are strongly encouraged to remain at the center until the weather alert has been 

lifted. 

Snow Emergency Policy: The Southeastern Indiana YMCA and YMCA Learning Center will be open for business 

unless a Red Warning is declared in Ripley County.  The CEO will decide when other factors require the facility 

to close.   

 If the Red level is not lifted by 11 a.m., the YMCA and YMCA Learning Center will remain closed 

the rest of the day. 

 If the Red level is lifted by 11 a.m., the YMCA and YMCA Learning Center will be open at 12:00 

noon. 

 In the event that we foresee a delayed opening, we may post the evening before that the YMCA 

and YMCA Learning Center will open at 8:00 a.m.  Please note:  this may change to a “CLOSED” 

status prior to 8:00 a.m. 

 Classes and programs will run when the YMCA is open for business, pending the instructor is 

safe to travel.   

 If a Blizzard Warning is issued specifically for the Batesville area, our building will be closed. 
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Unexpected changes to the school schedule:  

- School Cancellation: When Batesville School Corporation cancels classes for the day due to bad 

weather all YMCA programs/classes may still run.  The YMCA Learning Center will remain open on 

most occasions.    

- School Runs on a 2 Hour Delay: If the Batesville School Corporation is on a 2 hour delay, enrolled K-

town children will have care available to them until the bus arrives at 9:00 a.m. 

- Early Dismissal: If the Batesville School Corporation has an early dismissal, YMCA programs/classes 

will run as normal, unless a Red Level Ripley County Snow Emergency is declared. In that case, the 

YMCA, the Learning Center, and all programs/classes will be cancelled.  In the unlikely event that the 

child care center would close early, parents/guardians will be called and asked for a timely pick up. 

Note:  The above listed scenarios are used for general guidance in making decisions of when to open or close.  

The CEO takes many factors into consideration when making the decision with the safety of our members and 

staff as the highest priority.  WRBI radio is our local source for opening and closing announcements.  You 

may view their website at www.wrbiradio.com.  You may also view our opening and closing status on 

Facebook, our website (www.siymca.org), or our Daxko mobile app.  

Fees:  On a Monday-Friday week, if closed for 1 – 2 days, no credit will be given.  On day 3, 4, or 5…a 50% 

credit will be given off the day’s rate we are closed that week (the 5 day pro-rated rate). 

 

If you have any questions about our after-school program or any information contained in the handbook, 

please contact me via email at mcallahan@siymca.org.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.wrbiradio.com/
http://www.siymca.org/
mailto:mcallahan@siymca.org

