2026/27:YEPACK : KIDS

BELONG

HANDBOOKH

YMCA'Afterschool Care at Y PACK

BATESVILLE PRIMARY SCHOOL/
| QUALITY CARE WITH THE Y

Questions? Contact McKenzie Callahan,
Childcare Director at
mcallahan@siymca.org

Southeastern Indiana YMCA 30 State Road 129 South, Batesville IN 47006 P 812-934-6006 W siymca.org



Table of Contents

Topics Pg #
Welcome Letter 3
Why the Y?, Mission, Point of Contact, Y Pack, Our Staff 4
Ratio, Enrollment Process, Payment Procedures, Persons Appearing Impaired... 5
Persons Appearing Impaired... cont., Absences, Behavior Management 6
Philosophy, Behavior Management Guidelines, Behavior Management Process

Behavior Management Process cont., Disagreements..., Bullying 7
Bullying cont., Safety, Incidents and Accidents 8
Diet, Administration of Medicine, Emergencies (Medical and Dental) 9
Emergencies (Medical and Dental) cont., Emergency Phone Numbers, 10

Emergencies (fire, weather), School Cancellation




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. |
look forward to partnering with you to make your child’s experience here
joyful, enriching, and successful.

Respectfully yours,

Childcare Director



Why the Y?

The YMCA has crafted a nurturing space where children can flourish personally while engaging with the world
around them in a secure and dynamic environment. In a contemporary era dominated by screens and packed
schedules, the YMCA reorients us toward the essence of childhood: exploring outdoors, forging new
friendships, and embracing novel experiences. We're dedicated and eager to collaborate with you in nurturing
children's natural instincts to play, fostering connections, and encouraging them to push boundaries, try new
things, and discover their potential. Together, we're poised to support children in preserving the magic of
childhood as they evolve into remarkable individuals.

Mission
The mission of the Y is to put Christian principles into practice through programs that build healthy spirit,
mind, and body for all.

In our school-age program, we instill values of respect and self-confidence, which are essential components
of a healthy spirit. By modeling respect and encouraging children to embrace their unique identities, we
empower them to become the best versions of themselves.

Nurturing a healthy mind is paramount in our program. We recognize the importance of developing the whole
child academically and socially. Through engaging activities, educational opportunities, and supportive
interactions, we provide an environment where children can thrive intellectually and emotionally.

In all aspects of our program, we strive to create a supportive and inclusive community where every child
feels valued, respected, and empowered to reach their full potential. Through our dedication to Christian
principles and holistic development, we aim to inspire children to lead fulfilling lives and make positive
contributions to the world around them.

Point of Contact
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 the Childcare Director, at 812-932-1415.

Y Pack

Y Pack is an after school program located at Batesville Primary School and available for students at Batesville
Primary, Batesville Intermediate, and 6th graders at Batesville Middle School. Students at Batesville Middle
School, and Batesville Intermediate School will ride their regular bus to Batesville Primary School. This
program, formerly Latchkey, is from 3:00 pm - 6:00 pm on days school is in session.

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.

Each staff person has on file two or more written references. We require a Criminal Background Check, and
drug screening. Our staff is trained in Infant, Child and Adult CPR, Bloodborne Pathogens, and Pediatric First
Aid (including management of a blocked airway and rescue breathing for infants and children). All staff is
trained to use the AED. All child care staff receives annual training in Child Abuse Recognition & Prevention.
All staff have new employee orientation prior to working alone with children.



Ratio

We aim to have ratios of 20 students to 1 instructor within the Y Pack program. 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.

Enrollment Process

During open registration time the parents are to complete the necessary documents to ensure their child(ren)
is registered to attend Y Pack for the next school year. 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 to be completed by
parent/guardian and returned to the YMCA prior to enrollment. If enrollment paperwork is not returned 2
weeks before the first day of the program start date, enrollment will be cancelled and the student will lose
their spot. Students are not to start within the program until all paperwork is completed and submitted.

Payment Procedures

Fees are reviewed annually or as needed by the Southeastern Indiana YMCA Learning Center. The YMCA
Annual Campaign helps support families who may face financial hardships. Please reach out to the Childcare
Director to request financial assistance.

1. Y Pack 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. Before enrolling your child, a $30 registration fee and the first week's tuition must be paid
to secure their spot. These fees are non-refundable. Please note that we retain the right to
review and adjust rates, providing a 30-day notice.

4. Fees are due on a continuous basis even if your child is ill or absent.

5. School closures are listed on the school’s calendar. Your child’s normal weekly tuition will be charged
even if it is a 3 or 4 day week of care. On planned weeks that students are attending school 1 or 2
days, rates for that week will reflect that with $8/day for members and $10/day for non-members.

6. A $30 annual registration fee will be charged prior to enrollment.

7. A child must be listed on a family membership with the Southeastern Indiana YMCA to receive
membership pricing. Youth memberships (11-12 year olds) at the Southeastern Indiana YMCA are
also an eligible membership to ensure membership pricing for Y Pack.

8. All departures from each room must be done by 5:30 p.m. or a late pick-up charge of $20.00 is
required for each 10-minute interval after 5:30 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:

5:31-6:40 $20 charged
5:41-5:50 $40 charged *care suspended on next occurrence in 30 days
5:51-6:00 $60 charged *care suspended on next occurrence

9. 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.

10. If a wait list is needing to be created, it will be first come first serve.

Persons Appearing to be Impaired by Drugs/Alcohol at Pick-Up



Parents/quardians have the right to immediate access to their child. Those working in the school 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/quardians, and if necessary local police and Child Protective Services to notify them of the situation.

Absences
If a student is absent from school, and therefore absent from Y-pack, parents must notify the Y staff through
Brightwheel (communication app).

Behavior Management Philosophy

We recognize that positive discipline teaches and encourages the healthy development of a child’s self-
esteem. Our program does not allow the use of physical punishment, psychological abuse or coercion of
children by caregivers. Examples of prohibited staff practices include shaking, hitting, slapping, squeezing,
shaming, threats, ostracism, withholding affection, rough handling, and physically forcing a child to perform
an action. Discipline is not used for a child’s failure to eat or for toileting accidents. Our staff are trained to
employ positive discipline techniques, which include noticing, encouraging and recognizing kind and helpful
acts. Instructors act as good role models in order to influence and reinforce a child positively. Children who
have conflicts or problems with others while in our care will be encouraged to verbalize their angers and
concerns.

Techniques of discipline are not intended to humiliate, shame or frighten a child. Our program does not
terminate children upon the basis of race, color, religion, sex, national origin, or financial status in
compliance with federal and civil state rights compliance laws.

Behavior Management Guidelines

When a conflict arises concerning the rights of other people and/or property, our goal is to work with each
participant to solve the problem through effective communication and logical consequences. Other behavior
management techniques, which include redirecting behavior, removal from a particular activity, and parent
consultation, will be used in situations where conflicts continue. Behavior levels are categorized as follows:

LEVEL 1: Behavior is minor but disruptive and inappropriate. This includes, but is not limited to: profanity,
uncooperative behavior, not following staff directions, minor aggression, or being untruthful.

LEVEL 2: Behavior includes, but is not limited to, damage or theft of property, aggressive behavior/language,
threat of violence and/or repeated level 1 behaviors.

THREATS of VIOLENCE: All threats of violence towards another child(ren) or staff and/or the threat of
bringing a weapon to the program will be taken very seriously and will result in immediate suspension.
Decisions regarding a child’s ability to return to our program after a threat will be made on a case by case
basis with input from parents, staff, and the Childcare Director.

PROPERTY AND EQUIPMENT DAMAGE: Parents may be held financially responsible for intentional damage to
equipment and facilities caused by their child.

Behavior Management Process

When disruptive behavior is demonstrated by a child in our program, the YMCA staff will take the listed
steps. Depending on the severity of the behavior, the YMCA reserves the right to utilize these interventions
in any order:



1. Staff will redirect the child and/or discuss appropriate behavior through a warning

2. Child will be encouraged to take ‘personal time’ to regain self-control/thought out choice making
and/or discuss appropriate behaviors

3. If repeated reminders are needed, a behavior report will be written by the instructor. A copy will be
shared with the person who picks the child up that day and will be required to be signed.

4. If a child received three written behavior reports the child will be suspended at the end of the day
and a family conference is required before the child may return to the program. The family is
responsible for calling the YMCA to schedule a conference with the Childcare Director.

5. If a child returns to the program and receives a fourth written behavior report, the Childcare Director
will notify the parent/guardian. If necessary, the parent/guardian will be asked to pick up the child
immediately. After this report, the child will be dismissed from the program a set amount of time
determined by the Childcare Director. No refunds will be issued. In most instances, the child is
eligible to return after the suspension period.

6. Depending on the severity of behavior, suspension from the program may be effective immediately
without following the above steps. The Childcare Director will notify the parent/guardian.

7. It should be noted that the YMCA reserves the right to terminate care at any time, with the approval
of the CEQ, due to serious incidents that cause severe detriment to self, another child or staff.

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.
Occasionally differences do arise between parent/guardian and staff. If this does occur, the persons may do
the following:
1. Talk to the instructor involved — most differences or misunderstandings can be handled at this level.
2. After discussing the issue with the instructor and the issue is not resolved, then the parent/guardian
or teacher may bring the issue to the attention of the Childcare Director.
3. In the rare instance that the issue is still not resolved, the parent/guardian or teacher may discuss
the issue with the CEQ, Tara Britton.
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 V5. 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.

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 21888 19.htm/

Safety

No child is ever left alone or unsupervised. We ask that parents/quardians closely supervise their children in
the driveway, lobbies, and elsewhere in and out of the school sticking together seems to be a reasonable
safety request. Please do not park against the curb at the school entrance ensuring that visibility is clear of
oncoming cars for safe crossing. Utilize the parking lot for pick up. It is discouraged to leave idling vehicles in
the parking lot.

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.

Southeastern Indiana YMCA staff and administration are required to report their suspicions of child abuse or
child neglect to the Child Abuse Hotline at 800-800-5556.

Incidents and Accidents

A report will be filed when an accident or injury occurs at the school age program. 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 enroliment file.


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

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.

Administration of Medicine

Any 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 with Y Pack staff.

1. Medication is given only if parents/guardians sign a program-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.

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 an instructor.

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 school, 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 school (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 classroom of the after school program and out of the reach
of children in a locked cabinet.

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 responsibility of the
parent/guardian 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.

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. Emergency numbers are filed in
the each of the rooms used for the school age program. All staff is trained in Pediatric First Aid, Infant, Child
and Adult CPR, AED and Bloodborne Pathogens.

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 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. First Aid will be administered, a parent/guardian notified, and transportation
arranged, if necessary. Enrollment in the program 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/quardian 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 within the program site.

In case of an illness in an area away from the other children but visible to an adult. The child will be
continually supervised until a parent/quardian 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. The staff takes attendance which is compared to the
daily sign-in sheets. The staff checks the restrooms, classrooms, hallways and other used areas to ensure
everyone has evacuated the premise. Plans for evacuation are posted in each classroom.

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
their designated restroom within the program site 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 school until the weather alert has been lifted.

School Cancellation due to inclement weather: If school is closed then Y pack will not convene. Fees
associated with school closures: On a Monday-Friday week, if closed for 1-2 days, no credit will be given. On
closure day 3, 4, or 5...a 50% credit will be given off the day’'s rate.
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