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A. INTRODUCTION
A.1 Document Purpose

The purpose of this handbook is to define the policies and procedures under which the JSC Childcare Center summer camp is operated.

A.2 Admission and Enrollment Policies

Children must be between the ages of 6-12 years.  The children of all personnel at JSC are eligible to use the summer camp program.  These include NASA civil servants, on site contractors, and off site contractors.  Friends, relatives, and other children who were told by word of mouth about the summer camp program are also eligible to participate in the JSC summer camp program.

Acceptance and ongoing enrollment of any child in the facility is contingent upon the approval of the Director of the summer camp program.  Children with special medical conditions or developmental needs may be enrolled with the permission of the Director.

The summer camp admits students of any race, sex, color, religion, national and ethnic origin to all the rights, privileges, programs, and activities generally made available to students of the facility.  All programs, activities, and rights are available to all students regardless of race, gender, or ethnic origin.
A.3 Management

The summer camp program is owned and operated by Space Family Education, Inc.  (SFEI).  SFEI is responsible for the safety and well-being of all children and staff involved in the summer camp.  Nona Edwards is the JSC Summer Camp Program Director.   Along with the Summer Camp Program Director there will be supervisors stationed in the office or main gym entrance of the Falcon Pass Elementary School in the mornings and afternoons to help answer any questions which might arise.  All questions and concerns should be directed to the employees of the NASA summer camp.

A.4 Facility Description
The summer camp will utilize the Falcon Pass Elementary School for the 2010 NASA summer camp.  Falcon Pass Elementry School is located at 2464 Falcon Pass Drive.

 


A.4.1 Gymnasium/Cafeteria
There is a large gymnasium/cafeteria in the building which we will utilize.  We have the entire space to use.  We will have large group activities, as well as smaller group activities spread throughout the room.  We will be able to play sports, group games, watch movies, break down into small groups for board games, reading, video games, etc. in the gym.  There is a drop off and pick up area located outside of the main entrance to the gym.  There are male and female restrooms located right off of the gym for the children to use.  There are also multiple water fountains which the children may and are encouraged to use throughout the day.  

Food is only allowed in the cafeteria at designated eating times.

A.4.2 Office and Area

There will be an office area located inside the main entrance of the gymnasium.  This will be where the tuition payments are handled along with any paper work needed. 

We will have two water coolers; one filled with ice water and the other with cold juice made daily for the children.   

A.4.3 Recreation Fields and Park

We will have the use of the recreation fields and park surrounding Falcon Pass Elementary School.  The outside areas have shade and age appropriate play structures.  When time and interest allows we will have the children play outside for limited amounts of time.

The Falcon Pass Elementary School has park rules and regulations which our children must follow (refer to Appendix A).

A.4.5 Additional Areas to Utilize
We will be utilizing a large hallway area which will house different game stations as well as the gym area.  
A.5 Phone Numbers and Website
The following is lists the phone numbers for summer camp:

Call 1st:
Camp Cell


(281)543-2743
Call 2rd:
Main Child Care Phone
(281)483-4734

Call 3th:
Child Care Director

(281)792-6031

Call 4th:
Child Care Classroom

(281)792-6013


Child Care Center Director’s e-mail address: nicole.s.dickerson@nasa.gov  

Child Care Center Director’s office phone:  (281)792-6031
The website address for the JSC CCC is http://www1.jsc.nasa.gov/childcare/
B. PROGRAM DESCRIPTION

At the beginning of each day, the counselors will have a short orientation with the children to go over that day’s planned activities.

B.1 Field Trips
The JSC Summer Camp goes on field trips 2-3 times each week.  There will be a calendar for each month with all of the summer camp information.  A copy of the scheduled field trips will also be posted on our website.  Along with outside field trips we also arrange to have inside activities brought to the center.  All field trip and inside activity costs are included in the tuition unless you are paying as a drop in (reference tuition/drop in).

Children who do not participate in field trips will not be able to attend the center for the duration of the field trip.  This policy applies to all children who do not participate, whether the lack of participation is due to the parent’s decision or denial because of previous behavior problems (reference management of problem behaviors).

The orange field trip shirt is mandatory on all trips away from Falcon Pass Elementary School.  Events at the center do not require the uniform shirt.  Please check the summer camp calendar daily for uniform requirements. We do not require children to wear orange shirts while swimming. It is preferred that the orange shirt remains dry
At times field trips are subject to change due to weather.  We will try to give as much notice as possible when this occurs.  Sometimes, this may change the cost of that day’s field trip.

Children are welcome to bring extra money for games, souvenirs, etc. at their own risk.  Counselors will NOT be responsible for children’s money.  There may or may not be time on any given field trip for the children to spend their extra money.  If time does not allow us to visit a gift shop we will not attempt to shop.

We do many activities outside in the sun so sunscreen is a must.  We advise you to apply sunscreen in the morning before the field trip.  We do give children constants reminders to apply sunscreen.  We will help apply sunscreen if needed.  We also recommend that the children wear shirts over their bathing suits to help prevent sunburn.

B.2 In-house   
While at the facility, the children will be provided with a number of activities to participate in.  Children will need to switch activities periodically.

B.3 Parent/Child/Counselor Communication

We welcome parents to come to any camp counselor with any questions and/or concerns.  There will also be a person in charge stationed at the gymnasium main entrance or staff office during opening and closing for parents to ask any questions they may have.  If this person is unable to answer your question they will find someone that will be able to answer the question in a timely manner.

Children are encouraged to come and talk to a counselor when having a problem with another child.  Although we provide proper supervision of all campers at all times, some things still go unknown.  We would like to be aware of any and all problems that occur while your child is here with us.

B.4 Parental Involvement
Parents are welcome to join us on any field trip with prior notice.  Some field trips are booked in advance; therefore a specific count of people is required.  Parents are required to pay for themselves, which should be included in your tuition check (please make note on the check).  Parents are welcome to assist on field trips.  They will not be left alone with a group or an individual child, but can always help us supervise.  We really appreciate it! 

Sometimes we will have room on our buses for the parents to join us, other times we may need you to drive yourself.  It all depends on the number of campers that day.  Parents who wish to drive their child to and from a field trip instead of taking the bus are allowed to.  However, you may only drive your child unless written permission was provided to the staff by the other child’s parents.

C. OPERATING POLICIES

C.1 Hours of Operation
The summer camp is open from 7:00 a.m.-5:30 p.m. Monday through Friday.  We close promptly at 5:30 p.m.

The camp is closed on all Federal holidays and any additional days declared by the government.  This will include Independence Day.  All other weekdays the summer camp will be open for operation unless hazardous weather conditions force the center to close.

C.2 Child Pick-Up

If a child is being picked up by someone other than their parent or guardian, or someone other than who is listed on their pick up list, prior notice must be given.  We will only release a child to someone else if the child’s parent or guardian has provided a written permission slip including the pickup person’s name.  Please note:  the person picking up the child must have valid I.D. on them at the time of pick up.  The safety of your child is our top priority, we will refuse pick up of your child if these rules are not followed precisely.
C.3 Late Pick-Up Fee

Parents that arrive after 5:30 p.m. will be charged a late pick up fee of $1.00 per minute after 5:30 p.m. for each child.  Payment is made directly to the counselor in cash at the time of pick-up.  

C.4 Unplanned Closures and Evacuations
On rare occasions, a hazardous condition or threat of a hazardous condition will cause an unplanned closure of the summer camp.  Examples of hazardous conditions include fire, chemical release, hazardous weather conditions, terrorist threats/attacks, workplace violence, and extended utility outages.  As soon as the decision is made to close the summer camp, parents will be notified of the closure time and instructed to pick up their children.  The summer camp building will be evacuated immediately if any condition exists where remaining in the building poses an immediate threat to the children and staff (i.e. fire, chemical release, flooding).  At a minimum, the children will be moved out of the building to designated areas surrounding the building.  If the Camp Director or emergency personnel determine that the areas surrounding the building are not safe, the children will be moved to an alternate location.  The first choice for relocation is the main child care located at JSC.  For parents without access to JSC, a camp counselor will make arrangements to meet the parents at designated spots determined on an individual basis.  We will send out an e-mail with evacuation information.

C.5 Tuition
Weekly tuition is $190.00 per child per week.  This fee INCLUDES field trips.  The only additional money your child will need is spending money at your discretion.  Spending money will be used as time allows.

If your child will be visiting with us periodically, the drop in rate is $50.00 per day PLUS the cost of that day’s scheduled field trip or in-house activity.

C.5.1 Tuition Payment Schedule

Weekly tuition is due Monday of each week.  You have until the close of Wednesday before tuition is considered late.  A late charge of $10.00 will be added to the tuition rate if paid on Thursday or later.

Tuition for drop-ins is due on each day the child attends.  Please make a note at the bottom of the check with the date attended.

C.6 Meals and Snacks
Some field trips will include a hot lunch which is included in the tuition.  Some field trips may require a sack lunch and drink and most days when we are at the center require a sack lunch with a drink.  It is very important to look at the summer camp calendar and make note if lunch is required.  Lunches will need to be labeled with the child’s name.  We will have coolers for the children’s sack lunch or they may bring an insulated lunch sack.  If they do bring an insulated lunch sack they will have to carry it because it will not fit in the summer camp coolers.

Please note the summer camp is not responsible for the nutritional value of food provided or for meeting the student’s daily food needs.
Please advise the Director of all known food allergies as well as the severity of food allergies.
C.7 Cell Phones
Children may bring personal cell phones at their own risk.  The summer camp is not responsible for the usage and will not replace the phone if it is lost or broken. Cell Phones will only be permitted for use in emergency situations.

D. SAFETY AND HEALTH POLICIES
D.1 Medical Release Forms
Three medical release forms are utilized at the summer camp:

-Medical Emergency Authorization- Parents are required to submit this form at enrollment.  The form gives authorization for a licensed physician to administer treatment to their child during a medical emergency in the event the parents or alternate emergency contacts are unreachable (reference “Medical Emergencies” below).  Parents provide the name and phone number of their child’s physician and preferred hospital on the form.  Parents should remember to update this form if their child’s physician or hospital preference changes.

-Medication Request Form- Parents must complete this form before the camp counselors can administer any type of medicine to the child (reference “Administration of Medication” below).  This form is required for both prescription and over-the-counter medication.  The form is available in the staff office and must be updated weekly.  Once completed, parents are to return the form to the acting supervisor in the staff office or near the main entrance of the gym.

-Physician’s “Return-to-School Slip”- The Camp Director may require a “Return-to-School Slip” signed by a licensed physician after the child has had a contagious illness and/or has been sent home due to conditions found in the “Illness Criteria for Denial of Service” section below.

D.2 Illness
In addition to their safety and happiness, our concern for the children’s health is of prime importance.  To prevent and control the spread of communicable illness among the children and camp counselors, strict health policies must be enforced at the camp.  Cooperation between the staff and parents is essential to assuring a safe and healthy environment for all of the programs participants.

Children displaying symptoms of contagious illness and children who are not well enough to participate in the daily activities will not be admitted (reference “Illness Criteria for Denial of Service” below).  Parents are required to inform staff members about any symptoms of illness that the child had been exhibiting at home and to inform the staff if the child received any medication before arrival.

Parents (or emergency contacts) will be notified if their child becomes ill during the day and will be expected to pick up the child within 30 minutes of notification.  Until the child is taken home, efforts will be made to isolate the sick child from the other children.  If time allows, parents need to meet us on a field trip to pick up their sick child.  If we will be leaving the location within 30 minutes, parents can meet us Falcon Pass Elementary.  The specifics on each incident will be determined on a case by case basis due to the specifics of field trips.

D.2.1 Illness Criteria for Denial of Service
Children may be denied admission or sent home during the day based on the following illness criteria:

1. Fever-Children with a fever will not be allowed to remain at the camp.  “Fever” is defined to be 100.4 degrees Fahrenheit (F) or higher when temperature is taken orally, 99.4 F or higher when temperature is taken under the arm.  If a child has a fever, the parents will be notified to pick up their child within 30 minutes.  If a child has a low-grade fever, the staff will notify the parents, wait 15 minutes, and take the child’s temperature again.  If the child still has a fever, the parents will be notified to pick up the child within 30 minutes.  If the fever has subsided, the child can remain at the center.

Definitions of low fever and high fever are (“F” indicates degrees Fahrenheit):

-Low fever- 100.4 F- 100.9 F when temperature is taken orally, 99.4 F- 99.9 F when temperature is taken under the arm.

-High fever- 101 F or higher when temperature is taken orally, 100 F when temperature is taken under the arm.

At the camp, children’s temperatures are taken either orally or under the arm.

2. Vomiting- Parents will be notified immediately when a child vomits and will be required to pick up their child within 30 minutes.

3. Persistent Diarrhea- Parents will be notified if a child has two abnormal stools in one day and will be required to pick up the child within 30 minutes.

4. Sever cold symptoms- Defined as persistent coughing, fever, sore throat, or yellow or green mucous from the nose or mouth.  

5. Unexplained or unusual skin rashes, skin eruptions, or discharges.

6. Evidence or symptoms of a contagious disease.

The following lists some contagious diseases:

-Chicken pox

-Conjunctivitis (pink eye)

-Strep throat that has not been under treatment for at least 24 hours

-German Measles

-Head lice- nits (gray/white dots) attached to the hair shaft

-Impetigo

-Mumps

-Pinworm

-Ringworm

-Scabies

-Head Lice

D.2.2 Re-Admission Following Illness
Children may not be re-admitted following a communicable illness unless they are absent for the amount of time specified by the Texas State Requirements or provide a written statements from the physician verifying that the child is no longer contagious.  The Camp Director may require a “Return-to-School Slip” for readmission, provided the child was taken to the doctor.  The following lists the criteria for readmission to the center:

1. Fever- If the child was sent home for a fever, he/she cannot be readmitted to the center for 36 hours unless the parent provides a physician’s note stating that the child is not contagious and the child’s temperature has been normal for 24 hours without the use of fever suppressing medication.

If the child has a low grade fever the first day back to school (anything over 99.0 F) they will be sent home because they are considered still sick and contagious.  Definitions of a normal temperature, low fever, and high fever are (“F” indicates degrees Fahrenheit):

-Normal temperature- 98.6 F when temperature is taken orally, 97.6 when temperature is taken under the arm.

-Low fever- 100.4 F- 100.9 F when temperature is taken orally, 99.4 F- 99.9 F when temperature is taken under the arm.

-High fever- 101 F or higher when temperature is taken orally, 100 F when temperature is taken under the arm.

2. Nausea, vomiting, or diarrhea- A child can be readmitted after the illness has subsided for 24 hours.

3. Infection- A child can be readmitted after 24 hours of antibiotic therapy prescribed by a physician (for strep infection, the child must also no longer complain of sore throat pain).

4. Contagious Disease- A child can be readmitted following diagnosis of a contagious disease once the child has completed the contagious stage of the illness as determined by the Camp Director.  The following lists the criteria for readmission for some common contagious diseases:

-Chicken pox- lesions are crusted, usually 5-10 days after onset

-Conjunctivitis- 24 hours have elapsed since first treatment, the eyes are no longer discharging, and a prescription medication is available

-Head lice- treatment has occurred for 24 hours and all nits are removed

-Impetigo- lesions from impetigo are no longer weeping

-Pinworm- treatment has occurred for 48 hours

-Scabies- under treatment

D.3 Administration of Medications
The camp counselors will administer medication to a child only under the following conditions:

1. The parent has completed and submitted a Medication Request Form.  This form is available in the staff office and must be turned in to the on-duty supervisor.  

2. The parent has administered the medication to the child at least once to verify that the child will not have any adverse reactions.  Medications (both prescription and over-the-counter) must be labeled with the child’s name and date.

Prescription medicine must be in the original container and be labeled with the following:

-Child’s name

-Type of Medicine

-Dosage, administrations requirements

-Physician’s name

-Reason medication is prescribed

-Prescription number and date

-Storage requirements (i.e. refrigeration)
Camp counselors will only administer medication to children at 11:00 a.m. and 3:00 p.m.  Staff members will document all medication given to a child noting the time and dosage of each administration. 

Parents should notify the child’s counselor if medication was given prior to the child being brought to the center so they can watch for any reactions.  Staff members will only administer prescription and over-the-counter medication in accordance with written instructions from the manufacturer and/or the child’s physician.

D.4 Accidents/Incidents
The process followed by the camp counselors in response to accidents that occur at the camp depends on the type and severity of the injury.  The following paragraphs describe the processes for handling medical emergencies, minor injuries, and head injuries.  Note that in all cases where the process includes parent notification, an alternate contact will be notified is the parent(s) cannot be reached in the proper amount of time.

D.4.1 Medical Emergency

Emergency personnel will assume emergency medical care for the child immediately upon their arrival.  If medical treatment by a physician is required before the Camp Director is able to reach a parent, or emergency contact, the child’s physician specified on the Medical Emergency Authorization form will be notified.  If the child’s physician is unavailable or cannot treat the child in a timely manner, then the closest licensed physician will be used.

If the child must be transported to a hospital before the Camp Director is able to reach a parent or emergency contact, the hospital specified on the Medical Emergency Authorization for will be used if possible.  A staff member will accompany the sick or injured chills and will carry the child’s entire file with them in order to provide the child’s medical information to the hospital staff.  Medical Emergency Authorization Forms are on both buses for all children for every field trip.

The Board of Directors will review all medical emergencies to ensure existing policies and procedures were followed and to determine whether or not preventative or corrective actions need to be performed in order to prevent future occurrences.  If necessary, a formal investigation of the incident will be performed.

D.4.2 Minor Injuries

Minor injuries such as small scratches, cuts, scrapes, and bruises or discoloration of the skin will be reported to the parents at the end of the day.  A counselor will administer first aid to minor injuries when required (i.e. soap and water, ice, band-aid).  If an injury is significant but not a medical emergency, the counselor will notify the parent by telephone so that the parent can observe the child’s injury if desired.  We will document any minor injuries on an Accident/Incident Form.  These are required to be signed by the parent at the end of each day and then filed for our records.  

D.4.3 Head Injuries
For head injuries that are medical emergencies, the process described in the Medical Emergencies, section D.5.1, will be followed.  For all other injuries (including minor “bumps”) that are not obvious medical emergencies, the child’s parent will be notified by a phone call and the parent will receive an Accident Form to sign at the end of the day, as well as a Head Injury Form to take home.  The child will be observed by a designated camp counselor.

E. DISCIPLINE AND PROBLEM BEHAVIOR POLICIES
E.1 Management of Problem Behaviors
Children who exhibit unmanageable behavior that endangers the safety of the other children in the program or significantly disrupts the summer camp program may be suspended or withdrawn from the camp if the negative behavior cannot be corrected in a reasonable period of time.  Withdrawal of students will be made only after all other reasonable alternatives have been explored.

Parents can also be withdrawn from the camp if they exhibit violence or harassment towards any camp counselor, child, or parent while on the grounds of the JSC summer camp located at the Clear Lake Recreation Center.  Parent withdrawal results in immediate termination of their child’s enrollment.

E.1.2 Weapons and Drugs

Weapons of any sort are not tolerable at camp. Detection of any type of harmful projectile, spray, piercing instrument or firearm. All weapons will be confiscated and will meet the grounds of immediate removal from the program. Action will be taken with JSC director with a possible follow up with law enforcement.
Drugs of any sort must be kept within Camp counselor access and require proper notation of its purpose and intended consumer. If any drug such as capsules, alcohol or injections are detected they will be confiscated parents will be contacted immiedialty. Actions from JSC director will be in order as well as possible involvement from law enforcement.

F. MOVIE, MUSIC AND VIDEO GAME POLICIES
F.1 Video Game Policies 

Children will be allowed to play video games during scheduled times while at the center.  All video games brought to the JSC summer camp must be rated “E for Everyone,”  or “E 10 and up”. There are no exceptions to this rule.  Games rated T for Teen, M for Mature, or A for Adults” are not allowed on site at the JSC Summer Camp.  The staff at the JSC summer will confiscate and hold until the end of the day any games with any other rating other than “E for Everyone.”  If children cannot abide by these rules, loss of video game privileges will occur.  

If a child wishes to bring their own hand held game to camp they may do so.  Because other children normally end up watching them play games we also ask that those be rated “E for Everyone.”

F.2 Music Policies

There will be CD players at camp.  Children are allowed to bring in their own CDs.  However, the music must be appropriate and free of inappropriate language.

F.3 Movie Policies

There will be certain times throughout the summer that we will watch movies.  All movies shown at the JSC Summer Camp will be rated G or PG.  Children are allowed to bring in movies for showing as long as they have those ratings.

If there are any questions as to whether or not something is appropriate for summer camp, please see the Program Director.  We ask that you please label your child’s things.  The JSC summer camp is not responsible for any games, movies, or electronic devices brought to camp.

Appendix A 

Falcon Pass Elementary School Rules and Regulations

All of our camp rules meet or exceed those established by the Falcon Pass Elementary School.  
Clear Lake Recreation Center Pool Rules (the local pool we will utilize throughout the summer)
Our children are required to follow all pool rules and regulations set by the Clear Lake Recreation center. 

Pool Rules

1. To use the water slide, patrons must be at least forty-eight inches (48”) in height.

2. Posted pool hours will be used unless it is necessary to close pools because of lightning, repairs, maintenance, etc.

3. Children 9 years of age and younger must be accompanied by a responsible adult.

4. Children 10 years of age and older must pass a swim test before they are permitted in the pool without a responsible adult.

5. Sign in and out when using the pool area.

6. No cut offs.

7. No chewing gum allowed in the pool area.

8. Persons with communicable diseases or open lacerations will not be allowed to use the pool.

9. No animals allowed in the pool area.

10. No eating, drinking, or smoking in the pool area.

11. No glass containers in the pool area.

12. No horseplay or running in the pool area.

13. No rafts, large inner tubes, balls are permitted in any of the pools.

14. No back diving from the side of the pool.


15. No swimming in the deep end-diving only.


16. Lifeguard Coordinator has final authority for interpretation and enforcement 
of all rules.


Wading Pool Rules

1. Child must be accompanied by an adult at all times.


2. All other pool rules and regulations are in effect at this pool.


Diving Pool Regulations

1. Do not dive off the side of the board.


2. One person on the board at a time.


3. One bounce; No horse play on boards.


4. Jump straight off board.


5. Swim straight out or to the ladder.


6. No running off board.


7. Swimming ability will be demonstrated to a lifeguard before being allowed to 
utilize the diving pool.
Falcon Pass Elementary School Park Rules
Our children are required to follow all park rules and regulations set by the Falcon Pass Elementary School. 

Park Rules
1. No alcohol allowed.

2. Dogs must be on a leash.

3. No glass containers in the play area.

4. Place trash in waste receptacles.
Summer Camp Handbook

Parent Acknowledgement Form

I hereby certify that I have read and understand the SFEI summer camp Parent Handbook.  I understand that I am responsible for complying with these policies at all times.  I am also responsible for relaying these policies to my child/children.  Procedures are subject to change at any time by the Camp Director.  Any changes in policies and procedures will be published in writing.  I understand that if I do not comply with the policies stated in the summer camp handbook my child’s attendance may be terminated.

Child’s Name:_______________________________________________________

Parent’s Name:_______________________________________________________

Parent’s Signature:____________________________________________________

Date:______________________________________________________________

2

