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Your child Belongs 

at the Y! 

Let’s begin our Journey 
Together! 

 
Welcome to the Elizabeth Branch 

Program Year Parent Handbook 2011-2012 
Now offering quality After-School Care at Schools: 

#1, #2, #3, #4, #5, #12,#14,#15,#16, #18,#19, #23 and #27 

 

 
 

 
 

 
 

 
 

Nakeisha Sweatte 
School-Age Child Care Director 

 
 

 
 

 



 

 
YMCA Mission 

 
The YMCA of Eastern Union County is a community based organization 

rooted in Christian principles and committed to building healthy lives through 
programs that strengthen spirits, minds and bodies for people of all ages, 

religions and cultures. 
 

Program Goals 
 

Promote YMCA Character Values:  Caring, Honesty, Respect and 
Responsibility 

Develop a sense of belonging in each child 
Provide a safe, secure atmosphere                                

Help each child grow personally 

Encourage parent input and participation   
Develop specific skills in children 

Have fun!  
 

 
Staff 

Nakeisha Sweatte is our School-Age Child Care Director, with over 6 years 
YMCA Childcare experience. Our director has an open door policy and works 

to support children and families in the community. Feel free to contact her 
with any questions or concerns. 

 
All staff must successfully complete a background check, drug test and 

reference checks prior to being hired.   Many of our staff members are 

education/recreation majors attending college and all staff have a 
background of working with children.  Staff must also attend staff training 

which includes a Child Abuse Prevention course.  As per required by licensing 
standards, at least one staff person at each after-school program site is 

CPR/First Aid certified.  
 

The New Jersey Bureau of Licensing requires a minimum staff to child ratio 
of 1:15 for School-Age Child Care Programs. The YMCA works to maintain a 

staff to child ratio of 1:12 
 

 
 

 
 

 

 
 

 



Program Format 

 
The following is a sample of our daily program schedule: 

 3:45pm-4:45pm- Snack, Homework Time, Quiet Sit-Down Activities  
(reading, writing, board games, Arts & Craft, other academic enrichment 

activities) 
 4:45pm-6:15pm- Continuation of Homework (if needed), Physical 

Activities CATCH Program, Basketball, Soccer, Track, Field/Mini-
Olympics and games, Performing Arts/ Arts & Crafts (Art Projects 

Music, Dancing, Acting, Talent Shows),  Character Development, 
Community Service, Social Competence (Prevention links, In-House 

Guest Speakers, Boy Scouts) 
 6:15pm-6:30pm- Wrap Up, Clean up Time, Announcements 

 
CATCH- “Healthy U” Program 

 

The Healthy U program is New Jersey’s first comprehensive statewide 
initiative to address childhood obesity in the afterschool program setting. 

The Healthy U program uses the Coordinate Approach to Child Health 
curricula, created by the University of Texas-Science Center Houston School 

of Public Health. The Healthy U program is the result of a collaborative 
partnership between The Horizon Foundation for New Jersey and the New 

Jersey State Alliance, which is comprised of all 44 YMCA member 
associations throughout New Jersey. The Healthy U program will reach more 

than 18,000 children in 359 YMCA sites.  Your child will learn about healthy 
living and healthier lifestyles.  This program will incorporate 30 minutes of 

physical activity at least three times during the week. Our goal is to improve 
the health and well-being of your child in a safe and fun environment.  

 
PROGRAM RULES & DISCIPLINE POLICY 

School-Age Child Care staff work to create a POSITIVE atmosphere 

emphasizing our four core values of Caring, Honesty, Respect and 
Responsibility.  Proper participation and conduct by each child is expected.  

 
THE RULES FOR THE STAFF ARE: 

Follow established *YMCA Code of Conduct, *YMCA Internet and Cell Phone 
Policy 

*Copies of these policies are available for parents to review. 
 

THE RULES FOR PARTICIPANTS ARE: 
Respect each other’s feelings, personal space and property. 

Cooperate with each other. 
Listen and follow instructions of the staff. 

Stay with the assigned group at all times. 
Use proper language and tone of voice. 

 

 



Tell a counselor if someone is bothering or upsetting you. 

Clean up after yourself. 
We encourage participants to leave excessive jewelry/other valuables, toys 

and electronics (e.g., video games, radios, I-pods, cell phones at home. 
 

Please remember that the Elizabeth Branch YMCA is NOT responsible for lost 
or stolen personal items.  

 
Weapons of any kind are prohibited. Bringing a weapon to camp will be 

causefor immediate termination from the program and the local 
authorities/DYFS will be notified.   

 
 

DISCIPLINE POLICY VIOLATION 
 

Fighting, hitting, slapping, punching, kicking, spitting at, biting, pinching, 

swearing/cursing, bullying/teasing, stealing, disrespect for staff, flashing 
gang signs/flags or touching another participant inappropriately will not be 

tolerated in our program.  
 

Misbehavior/Violation of any of the above will result in participants being 
suspended from the after-school program, for one or more days, depending 

on the severity of the offense and at the discretion of the Site 
Supervisor/School-Age Child Care Coordinator.  If the misbehavior continues 

or if the offense is serious enough, it may lead to longer suspensions or 
expulsion from the after-school program.  Please refer to our written 

Suspension/Expulsion Policy approved by the State Division of Children and 
Families for details.   

 
 

Lost & Found / Personal Items 

 
The YMCA of Eastern Union County-Elizabeth Branch is not responsible for 

lost or missing items.   
 

Elizabeth Branch YMCA After-School Program Hours 
 

First day of After-School Program:    Wednesday, September 7, 2011 
 

Hours of Operation:  3:45pm-6:30pm, Monday through Friday  
 

Holiday/Vacation Care from 7:30am-3:00pm, available at an additional 
cost of $15 per day per child, followed by regular after-school program 

hours of 3:00pm-6:30pm at no additional cost, will be held AT THE MAIN 
BRANCH on the following dates when schools are closed. Parents must 

provide breakfast and lunch for their child on Holiday/Vacation Care. 



(Parent must bring/pick up child at main branch, 135 Madison 

Avenue on Holiday/Vacation Care program days) 
 

*No transportation will be provided on Half Days. Parents must provide 
transportation from the school to the Elizabeth YMCA. Program begins at 

12:30pm on Half days; parents can drop off their child at the YMCA after 
12:30pm. 

Directions to Main Branch:   
The Elizabeth Branch YMCA is located at 135 Madison Avenue in Elizabeth, 

between East Grand Street and East Jersey Street, across from the Bank of 
America parking lot.  Please call 908-355-9622 for detailed directions. 

 
Health 

 
The State Department of Licensing requires that: 

 

Each child enrolled in the after-school program have a medical history form 
completed by the parent on a yearly basis and submitted prior to admission-

Immunization records must also be included.        
Included on the medical form is a section titled “Permission for Emergency 

Medical Care.”  It is imperative that this area be signed so that in the event 
of an emergency situation we can obtain medical treatment for your child. 

Children should not be sent to the program if they have any of the following 
symptoms: fever or severe headaches, rashes or inflamed skin, nausea or 

vomiting, abdominal pain, diarrhea, sore throat, earache, inflammation of 
the eyes, enlarged glands or persistent coughing, ringworm, chicken pox, 

strep-throat, pink eye (conjunctivitis), head or body lice. 
If a child develops any of the above symptoms while in the YMCA’s care, the 

parent will be notified to have the child picked up immediately. Doctor’s 
permission will be required for the child to return to the program in some 

cases, particularly in the cases of contagious diseases/conditions. 

It is the policy of the YMCA of Eastern Union County that NO medicine will be 
administered by staff to the children. 

Any participant who needs to use an asthma pump on their own should bring 
it to the program every day.  Any participant who suffers from severe 

allergic reactions to stings, foods, etc., should have an additional prescribed 
Epi-Pen (epinephrine) stored at the program site in case of emergencies.   

 
We have at least one staff certified in CPR for the Professional Rescuer, AED 

and First Aid on duty at all times at each of our after-school program 
locations.    

 
If your child will not be attending the program please contact the YMCA at 

(908) 355-9622.  You can also contact the Site Supervisor on their cell 
number which will be provided to you upon your child’s start date.



 

Release of Child 
 

Please indicate on the registration form, names of authorized people 
allowed to pick-up your child.   Counselors will ask for identification 

until they know you and the other people listed.  If you need to have 
someone who is not listed pick up your child, a signed notice by you 

must be presented to us at the time of pickup. The person listed will 
be asked to show a photo I.D. upon pick-up at the site.  If the person 

does not have an ID, we will not release the child to them.  The 

person picking up the child must be at least 18 years old.   
If a parent has been denied access to a child by court order, the center 

needs to be given a copy of this documentation and will maintain it on 
file. 

 
If the parent or person authorized to pick-up the child appears to be 

physically or emotionally impaired to the extent that the welfare of the 
child is in danger that child will not be released to that person. 

 
Staff members will try to contact alternate persons authorized to pick-

up, but If parent is unable to make alternate arrangements, a staff 
member will call the Division of Youth and Family Services’ 24 hour 

Child Abuse Hotline to seek assistance in caring for the child. 

 
Late Pick-up 

 
If your child is not picked up by 6:30pm, you will be charged a late fee 

of $1 per minute after 6:30pm and these procedures will be followed: 
Child will be supervised at all times by at least 2 staff. 

Staff members will attempt to contact parent or persons authorized to 
pick-up child. 

If after an hour no one can be contacted, the YMCA staff member will 
call the Division of Youth and Family Services’ 24 hour Child Abuse 

Hotline (800) 792-8610 to seek assistance in caring for the child until 
someone can be contacted to pick-up the child. 

After the 3rd time the child is picked up late, we will have no other 
choice but to discontinue child care services for your child.  We are 

under contract with the Board of Education to be out of their school 

buildings by 6:30pm and additionally, most of our staff have other 
jobs to go to, school courses to attend or personal commitments after 

6:30pm, so we cannot afford to stay late.  
 

 



                            

 
Fees & Payment Information 

 
Payment Methods 

 
Payments may be made by check, cash, Visa, Master Card or American 

Express or on the web at www.ymcaeuc.org.  We highly encourage 
you to sign up for Bank Draft so that your monthly co-payment 

fees are charged directly to your bank account and they will 
always be on time.  

 
Payments may be made at the Member Services Center, or mailed to: 

Elizabeth Branch YMCA 
Attn: After-School Program Payment 

135 Madison Avenue 

Elizabeth, NJ 07201 
 

Checks should be made payable to the Elizabeth Branch YMCA, and 
should include the following information: 

Child’s name 
Name of program  

Month for which you are paying for 
     Ex. (Memo – Cindy Lou, After-School Program for October, 2011) 

 
Hours to make in-person payments at the Member Services Desk: 

         Monday – Friday  6:00 am– 9:00 pm 
         Saturday & Sunday  9:00 am – 5:00pm 

       
Registration Fee 

  

There is a $40 membership fee & $25 registration fee per child for 
processing. 

Late Payment Fee 
 

Fees are due on the 1st of every month.  The YMCA will not send a bill, 
so please keep the payment dates as a reminder. A grace period will 

be given until the 5th of the month.  Payments made after the 5th will 
be assessed a $25 late fee.  Children will not be permitted to attend 

program if an open balance remains.  If an outstanding balance is not 
paid by 15th of the month, your child’s slot may be replaced by 

someone on our waiting list.  If there are any extenuating 
circumstances for non-payment, you need to call our Administrative 

Assistant or School-Age Child Care Coordinator to explain your 



situation.  In the event of proven hardship, a Financial Assistance 

application can be filled out to determine temporary assistance in 
paying for after-school program services.  

 
Returned Check Fee 

  
There will be a $25 fee for all checks returned by the bank for 

insufficient funds. If a check is returned, all future payments must be 
made with cash or credit card. 

 
Late Pick-up Fees 

Pick up for 6:30pm: After 6:30pm- $1 per minute. 
Upon pick up, a counselor will present you with a late slip that must be 

signed.  The balance will be added to your account the following day.  
The balance needs to be paid the following day in order for your child 

to participate on the following day.  Failure to pay late pick-up fees 

may result in termination of services for your child.  
 

Registration 
All parents must set up an appointment to register for our after-school 

program by calling 908-355-9622 and asking to speak with Ms. Alma 
Velez, Administrative Assistant.   

 
Parents must complete all registration paperwork prior to child’s 

admission into the program.  Due to state regulations, this paperwork 
must be submitted prior to entering any new program session; 

including the medical history form completed by the parent/legal 
guardian. 

Please note that your child will not be considered enrolled in our after-
school program until all essential paperwork is completed and 

submitted and all applicable fees are paid by the deadlines setup by 

our child care department. If you do not follow through on this, your 
slot may be given to someone else on the waiting list. 

 
 

Refund Policy 
 

In order for the Elizabeth Branch YMCA to keep our fees as low as 
possible, we are unable to give refunds if your child does not attend 

the after-school program.   
All Deposits are non-refundable 

 
 

 



STATE DFD CONTRACT for CBC Slots 

Sliding Scale Fees  
Sliding scale co-payment fees (CBC) are based on total household 

income/family size and the availability of a slot.  There are certain 
strict guidelines established by the NJ State Division of Family 

Development that must be adhered to. 
*Parent/Guardian MUST be working or in school/training FULL TIME in 

order to qualify for subsidized child care. 
*Priority will be given first to those applicants working 40 or more 

hours per week followed by those working 30 or more hours per week  
*Income cannot exceed sliding scale standards set forth by the state.   

**If married, incomes of BOTH parents MUST be submitted.   
 

ATTENDANCE (LEVEL OF SERVICE-L.O.S.) 
Due to the NJ State & Federal Government contract regulations that 

we are required to adhere to, it is CRITICAL that our government 

subsidized program slots are filled by participants that are going to 
attend our program on a daily basis.  Our program is designed to 

provide child care services for families that TRULY NEED IT due to 
work/school responsibilities.  IF your child is absent for more than 3 

days without a valid medical excuse or other serious emergency, we 
do reserve the right to terminate program services for your child 

immediately and offer the slot to someone else on our waiting list.  
There are NO Refunds or Credits given.  

 
Vouchers from Community Coordinated Child Care are accepted.  A 

written confirmation MUST be received by our office prior to the 
registration process beginning.   

 
SCHOLARSHIPS/FINANCIAL ASSISTANCE 

Families who can prove a hardship in their unavailability to make 

required payments may be considered for FINANCIAL ASSISTANCE to 
assist in payment of program fees. A complete application along with 

proper documentation must be submitted to the YMCA by the 
applicant.  A determination will be made by the Senior Program 

Director/Branch Executive Director on a case by case basis.  
 

INFORMATION TO PARENTS Licensing Information 
*Your signature is required to be maintained in your child’s file 

attesting that you have received the following information: 
 

Our program is licensed by the state of New Jersey, Bureau of 
Licensing, Division of Youth and Family Services. In order to maintain 

this licensing, there are certain standards with which our after- school 



program must comply.  These standards are stated in the Manual of 

Requirements for School-Age Child Care Programs. The YMCA has a 
copy of this manual available if any parent would like to review it.  You 

may secure your own copy of the manual for a nominal fee by writing 
to the Bureau of Licensing, Division of Youth and Family Services, CN 

717, Trenton, NJ 08625.    
 

Violation of Standards 
 

If you suspect our center may be in violation of licensing standards, 
you are entitled to report them to the Bureau of Licensing.  Of course, 

we would appreciate you bringing these concerns to our attention as 
well. Parents are also entitled to review the site’s copy of the 

Inspection/Violation Report issued after the inspection of the site.   
 

DYFS Investigations 

 
Our center must cooperate with all DYFS inspections and/or 

investigations.  DYFS staff may interview both staff members and 
children. 

 
Anyone who has reasonable cause to believe that an enrolled child has 

been or is being subjected to any form of hitting, corporal punishment, 
abusive language, ridicule, harsh, humiliating or frightening treatment, 

or any other kind of child abuse, neglect or exploitation by an adult, 
whether working at the center or not, is required by state law to report 

the concern immediately to the Division of Youth and Family Services 
Office of Child Abuse Control, Toll-Free at (877) 652-2873 or to any 

District Office.  Such reports may be made anonymously. 
 

Parents may secure information about child abuse and neglect by 

contacting Community Education Office, Division of Youth and Family 
Services, CN 717, Trenton, NJ 08625. 

 
Required Paperwork 

 
We are required to have certain paperwork on file for each child prior 

to their beginning the program.   Please understand that no child may 
attend after-school program, under any circumstances, if this 

paperwork is missing.  This paperwork includes; registration form, 
persons authorized to pick-up, emergency information, permission for 

emergency care, permission for field trips, current medical history 
form completed by the parent and record of immunizations. 

 



License Display 

 
A copy of our current license must be posted in a prominent location at 

our site.   An information board will have the license, diagram of 
rooms and areas approved for use and emergency exits; emergency 

numbers, daily schedule and rules posted. 
 

 
 

OPEN DOOR POLICY 
Parents of enrolled children have the opportunity to visit the center at 

any time during the center’s hours of operation to observe and 
participate in its operation and program activities without having to 

secure prior approval.  
 

FIELD TRIP NOTIFICATION 

A blanket permission slip for trips is signed by the parent at the time 
of registration. Individual consent forms need to be signed by the 

parents for other special events.   
 

DISCIPLINE POLICY 
Our center will post a written copy of our statement on discipline policy 

in a prominent location.  Copies are available for parents.  After-School 
program staff is required to sign off on this policy and a copy of these 

signatures is to be made part of our records.  
 

EXPULSION POLICY 
Our center will post a written copy of our expulsion policy in a 

prominent location.  Copies are available for parents.  
 

LAWS AGAINST DISCRIMINATION/AMERICAN WITH DISABILITIES ACT 

Our center is required to comply with the NJ Law Against 
Discrimination (LAD), P.L., 1945, c. 169 (N.J.S.A.. 10:5-1 et seq.) and 

the American with Disabilities Act (ADA), P.L. 101-336 (42 U.S.C. 
12101 et seq.).  If anyone believes the center is not in compliance 

with these laws, you may contact the Division on Civil Rights in the NJ 
Department of Law and Public Safety.  Filing a LAD claim:  609-292-

4605 or contact, United States Department of Justice for information 
about filing an ADA claim at 800-514-0383.   

 
 


