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The YWCA Magic Circle School Program:
The YWCA Magic Circle School provides safe, nurturing care to a diverse community where each child is encouraged to learn through play and participation in developmentally appropriate, planned activities. The program is developmental in scope and focuses on individual needs of the children. 

The YWCA of Ulster County’s Magic Circle School is licensed by the New York State Office of Children and Family Services, to serve children 6 weeks to 5 years of age and their families. Children are grouped into four age appropriate classrooms:

In addition, the Magic Circle School is accredited by the National Association for the Education of Young Children.
THE INFANT PROGRAM (6 wks-18 months)- Our infant room focuses on the developing sense of self, social relations, creative representation, movement and sensory-motor development, communication and language development and exploration of the environment and early logic.
THE TODDLER PROGRAM (18months-3yrs) -Our Toddler Room continues to encourage physical and social-emotional development. Emphasis is placed on language development and skill building, listening, negotiating, & conceptual thinking. 
THE PRE-SCHOOL PROGRAM (3-4yrs) In our Preschool Room the “Creative Curriculum” is used and awareness of cultural diversity and exposure to the cultural arts is emphasized.
THE KINDERGARTEN READINESS PROGRAM (4-5yrs) Our Kindergarten Readiness Program enrolls children who turn 4 years old by December 1st of that that school year. The “Creative Curriculum” is used to meet the 
New York State CORE Standards for the Universal PREK program. 
Through this multisensory Kindergarten Readiness Program the children will be able to recognize numbers grow their vocabulary, develop body awareness, socialization skills, and much more. 

Meagher Before/ After School Program:
The Meagher Before/ After School provides more than just child care; the program offers exposure to many different activities; an opportunity for your child to try something new or learn more about something they already enjoy. It is our goal to provide a safe and fun recreational experience to all participating children while providing opportunity for enrichment.

Each day, the children are dismissed from their classroom directly to the program or dropped off by their guardian, where they start with thirty minutes of free play followed by a 45 minute special activity period. This is followed by a snack and quiet time until 4:15. Another special activity period is provided ending at 5:30 and while waiting to end their day the children have many choices of free play. 
Our Philosophy:
The philosophy of the YWCA Magic Circle School is centered on the belief that children learn through play. If children are actively engaged in age appropriate, open ended activities that they enjoy, learning will occur naturally. If learning is enjoyable, children will develop a life-long love of learning.
Caregivers ensure the safety and well-being of the children, facilitate play and guide the children in a nurturing environment. Children are encouraged to explore the world around them and develop socialization skills through their interaction with others.
Classrooms are arranged with specific learning centers. Learning centers give children the opportunity to discover what they can achieve in the areas of art, math science, language and social interaction. Outdoor play is also an important part of the daily routine, facilitating large motor development and helping children to understand their place in nature.
We have an open door policy. Families are an integral part of our program. Parents and/or guardians are welcome to visit the center at any time. We encourage family members, parents (and grandparents to participate in classroom activities. We strongly believe that parents are a child’s first and most important teachers. Participation helps to facilitate communication. 
The Center Director and Teachers are always available and happy to meet with you to discuss your child’s progress or any concerns you may have.
Enrollment:
The YWCA Magic Circle School is open to children ages 6 wks-5 years and the Meagher Before/ After School children are 3-5 years old regardless of race, religion or disability.
Prior to enrollment, parents are encouraged to visit the center for a tour. Parents will receive an enrollment packet, which should be completed and returned with a $50.00 registration fee.

The YWCA of Ulster County is a membership organization, providing advocacy, support and education for women, children and families through its services and programs. The beginning of each year our Board of Directors will host an Annual Year in Review meeting,    “The Winter Soiree”. This meeting will highlight the important work the agency has done the year before and elect new board members, renew or add members,  as well as listen to any new ideas or concerns from the community. Your membership helps support the mission of the YWCA Ulster County.

Before a child can be admitted to the center, all enrollment paperwork must be completed and returned to the Director. We are prohibited by regulation from admitting a child without complete enrollment information on file including medical form and blue registration card.

Parents are responsible for updating enrollment information at least annually or whenever there is a change. Please make sure we have up-to date emergency contact information on file at all times.

Center Policies and procedures:
The YWCA Ulster County Magic Circle School, is open from 7:00 am- 6:00pm Monday-Friday on a year round basis. The center is only closed for seven holidays and does not close for inclement weather unless an emergency is declared or the Director finds it necessary due to the safety of 
our families and staff. The Meagher Before/ After School is open 7:00am-8:30am and 2:15pm- 6pm Monday-Friday.  Meagher school year begins in September and goes through June. Follows the Kingston City School District (KCSD) school calendar. Applications are accepted throughout the year. 
Upon enrollment all parents are expected to fill out and sign a contract stating the specific days and hours of care they require. It is essential that all families follow their contracted schedule. Any changes in days or hours require prior approval by the Director. We are required by law to maintain specific staffing ratios and in order to plan for adequate staffing we must know what children will be in attendance at each time of the day. The staff/child ratios are as follows:
1:4 for infants 6 weeks-18 months

1:5 for toddlers 18 months–3 years 

1:7 for preschoolers 3 years old

1:8 for 4-5 years old

Arrival and departure:
Parents are responsible for escorting their children to and from the center. Please sign your child in and out each day. This is for your child’s safety and protection. We ask that you help your child get settled in by filling out the daily report form and helping them put their belongings away in their cubbies.
Please make sure to fill out the Daily Report Form. The Daily Report Form is an important tool. It provides a way for parents and teachers to keep open lines of communication.
Always check your child’s cubby for daily reports, flyers, memos, menus, and projects.
At the end of the day, only those on the pick up authorization list will be permitted to pick up your child. The Magic Circle Staff will ask for ID from any one not known to us.

You must call the center if you are going to be late picking your child up or if your child will be absent or late for any reason. The centers close at 6:00pm. You will automatically be charged $25 if your child is not picked up by 6:00pm and will be charged $25 for every half hour after that time. 
Please use extreme caution when entering and exiting the building. All children should be closely supervised and be holding an adult’s hand when in the parking lot.

Holidays:
The YWCA of Ulster County Magic Circle School is closed on the following 7 Major Holidays:

· New Year’s Day

· Memorial Day

· Independence Day

· Labor Day

· Thanksgiving Day

· Friday Following Thanksgiving

· Christmas Day

Meagher Before/ After School follows the KCSD school calendar.
Emergency Procedure:

Generally, the YWCA Magic Circle School, does not close for inclement weather. However, the Center will close when a state of emergency is declared by Ulster County officials or, if in the opinion of the YWCA Director, conditions exist which might jeopardize the safety and welfare of the children and staff. The Magic Circle School is prohibited by regulation from operating during a prolonged power outage, heat, water, telephone, or refrigeration outage.

If the Centers need to close for an emergency, Parents will be contacted individually and asked to make arrangements to pick up their children as soon as possible. Emergency closings will be announced on 
CANCELLATIONS.COM and our Facebook page. Our primary responsibility is to protect the health and safety of all the children in our care.
Daily Health Practices:

Before a child is admitted into our centers we must receive an up to date medical report (including an immunization record) signed by your child’s health care provider. Any health concerns (allergies, sensitivities) should be noted on the medical forms and also be written on the back of the blue registration card.

Our Nurse Consultant will review all medical forms and immunization records every 3 months. Medical forms must be updated at least annually. All immunizations must be kept current unless we have a signed form stating religious exemption or a Doctor’s note. We will send out notices when your child is in need of physical or updated immunizations. Parents are expected to respond promptly to any request for information. We are prohibited by law from caring for children with out up-to date medical information on file. It is the parent’s responsibility to provide this information or the child will not be admitted to school. All information will be kept in the child’s confidential file.
Each day, school staff will perform a daily health check on every child (during greeting time or diaper change). Any concerns will be noted on your child’s daily report. Serious concerns and potential illnesses will be reported to parents immediately. Parents should inform staff (verbally or in writing on the daily report form) of any health concerns, any medication given to the child or any injuries, symptoms of illness that the parent may have noticed.

As licensed daycare providers we are mandated reporters of child abuse and neglect. We are required by law to report any suspected instances or cases of child abuse among the children in our care. All reports will be kept in strictest confidence.

All staff will be instructed in and must observe universal precautions (gloves, hand washing) when diapering, administering first aid or in 
any situation where there is potential for exposure to blood or bodily fluids. 
Soiled clothing will be sealed in plastic and sent home to be laundered.

Staff and children will be instructed in proper hand washing procedures. Frequent hand washing is encouraged and required after toileting, when coming in from outdoors or whenever they become soiled. Gel hand sanitizer is available in the event that there is not a convenient source of running water. Hand washing is of primary importance in preventing the spread of illness. Proper hand washing instructions are posted throughout the center.

 In addition, all surfaces and toys are required to be sanitized regularly. A 10% solution of bleach and water will be used for tabletops, changing tables, toys, mats and surfaces. Mouthed toys will be put through the dishwasher. Bottles, dishes and eating utensils shall be put through the dishwasher after each use. A detailed schedule for sanitizing all equipment shall be posted in each classroom.
Policy Regarding Illness:
In general, children who are ill should be kept home or cared for by a back up provider willing to care for sick children. In order to minimize the possibility of illness spreading to other children and staff, a child should only be in school if he/she is able to fully participate in all daily activities, including outdoor play. A child may return to school when they feel well enough to resume normal activities. In addition, we will enforce the following re-admittance rules:
1. Vomiting and Diarrhea- child may return 24 hours following the last episode. 

2. Infection requiring antibiotic- 24 hours after the first dose has been administered.
3. Conjunctivitis -24 hours after initiation of treatment 

4. Fever – (101 degrees or higher) Child should be fever free for 24 hours (not dosed with Tylenol to mask fever symptoms).We will send a child home with a temperature of 101 or higher.
5. Chicken Pox—after all lesions are scabbed over.

6. Rash-(other than diaper rash or dermatitis) 24 hours after treatment begins.
7. Head Lice- Child must be treated with an appropriate pediculicide shampoo and be free of all nits (child must be checked upon return to the center).

8. Chronic Health problems-it is the responsibility of the parent to communicate any recommendations from the child’s doctor regarding the condition/treatment. A doctor’s note clearing them to participate in daily activities may be required.

A child with any illness may be readmitted to the center if that child’s doctor signs a note stating that the child is not contagious and may fully participate in all activities including outdoor play. If a student misses three consecutive days due to an illness, a doctor’s note is needed in order to return to school.
The same exclusion criteria shall apply to all adults, teachers, assistants and volunteer classroom staff who are ill.
Exposure notices will be sent home if a child or staff member in any of our classrooms is reported to have a communicable or contagious condition (i.e.: strep throat, conjunctivitis, head lice etc.) Please notify the Director if your child’s doctor diagnoses a contagious condition so that we can notify other families and staff to look for symptoms. We will not identify your child in any way when notifying other families.
If a child begins to exhibit any unusual symptoms while in our care, parents will be notified by telephone. The child may or may not need to be picked up. The staff will also make a note of symptoms on the child’s daily report.

If the center staff calls a parent to come pick up a sick child, it is expected that someone will pick up that child within one hour. A sick child will be individually supervised and observed, isolated from the rest of the group until someone arrives to pick the child up. This is for the safety and comfort of all the children in our care.

Medication Administration:
The YWCA of Ulster County Magic Circle School prefers not to administer medications to children while they are in school. Parents are welcome and encouraged to come and administer medication when it is needed provided the child is well enough to be in childcare. 

Occasionally, a special situation will arise when medication needs to be given when a child is in care. In emergency situations or when a child has a chronic condition, medication may need to be administered. Staff are available to administer emergency medications (for example; epi pens, asthma medication).
All medications including non-prescription topical ointments and sunscreens must be brought to the center in the original bottle clearly labeled with the child’s first and last name. All medication must be accompanied by any pharmacy printouts, package inserts, or instructions. Any prescribed medication must be accompanied by a doctor’s note giving specific dosing instructions. In addition, there is a form that must be completed by the child’s doctor.

Parents must also provide the center with appropriate dosing tools for medication (droppers, syringes, cups, applicators). These tools must also be labeled with the child’s first and last name. We are not permitted to use tablespoons or kitchen measuring utensils.

If an error is made in administering medication, (i.e.: the child refuses the medication) parents will be notified immediately. Depending on the circumstances, it may also be necessary for us to notify the child’s doctor and OCFS.

Medications must be brought in by a parent or other responsible adult and given directly to a staff member (never left in a diaper bag or left in a cubby where other children might accidentally access it). All medications will be stored in appropriate locked box or refrigerated in the Director’s office or classroom. Unused medication will be returned to parents for disposal when it is expired or no longer needed.

MAT certified staff are the only staff permitted to dispense medications. MAT certified staff are required to maintain current CPR and First Aid certifications. They must also attend ongoing Medication Administration training as required by NYS regulations. In addition MAT certified staff are only permitted to administer certain types of medications (Oral, Inhaled, Topical).

If any of the above procedures is not followed and we do not have the appropriate signed permission forms, properly labeled medications, instructions and dosing tools, NYS regulations prohibit us from administering medication to any child in our care.

Additionally, in the unlikely event that there is not a MAT certified staff person available to administer medication at the time your child is due for his or her required dose, parents will be required to make alternative arrangements for medication administration.

Children with Special Needs:

The YWCA Magic Circle School is open to all children without regard to race, religion or disability. We welcome the opportunity to care for children with special needs. Working in close collaboration with the child’s parent/guardian, healthcare provider, therapists, service providers, the director and classroom staff will develop an individual health care plan to insure the best and most appropriate care and placement for that child.

Any child with special needs will be cared for in accordance with that child’s individual health care plan. Our nurse consultant will review all individual plans and provide support and training to staff as needed. 
All individual health care plans will be reviewed and updated at least annually and more often if needed.

A copy of the child’s individual health care plan shall be kept in the child’s permanent file.

Emergency Procedures:

The Magic Circle Schools has procedures in place in the event an emergency should arise during the course of our daily operations. Monthly emergency drills are conducted so children and staff can be prepared for emergencies.

The Center Director and all Head Teachers are certified in first aid and CPR. All staff are encouraged to be trained in CPR and First aid, trainings are offered to staff on an ongoing basis.

Evacuation diagrams are posted throughout the buildings. Emergency telephone lists and directions to the center are posted at every telephone.

Each classroom has an emergency bag, which includes a first aid kit, diapers, blankets and copies of all the blue cards for all the children in care so that parents can be contacted in the event of an actual emergency.

We have made arrangements with our neighbors, at the YWCA: Kingston Dialysis Center and Brinnier and Larios, to provide shelter for the children and staff in the event we must evacuate the building. The Meagher Before/ After School will go to the Reformed Church of the Comforter to provide shelter for the children if evacuation is needed.
If a child is injured or becomes seriously ill while in our care, parents will be contacted immediately and the child will be transported to the hospital via ambulance. The center Director or designee will accompany the child and remain with the child until the parent arrives.

Food and Nutrition:

The YWCA Magic Circle School participates in the Child and Adult Care Food Program (CACFP).  We serve lunch at the YWCA and morning/afternoon snack at Meagher in accordance with USDA nutritional guidelines.  We do our best to provide appealing and healthy meals and snacks.  Monthly menus are sent home in advance.  Children who have food allergies and sensitivities or who for other reasons require a special diet must supply us with written instructions signed by a physician indicating restrictions and special needs.  While we do allow you to send foods from 
home, please do not send your child to the center with higher sugar snacks such as soda, donuts, cookies and cakes.  Please leave gum and candy at home as they not only present a sharing problem but a choking hazard to many children as well. 

As a substitute to our meals, food from home should be packed and ready to serve. If you bring meals from home please pack ready to eat cold meals. The center will not be able to heat up individual meals daily. 

In an effort to provide the best possible nutrition and physical activity environment for the children in the YWCA, we have adopted the following policies.  The administration and staff appreciate support from the parents in promoting the health of our children.  

Nutrition:

Fruits and Vegetables

· We offer fruit and vegetables to children daily
· We offer fruit canned in its own juice (no syrups), fresh,  or frozen

· We only offer vegetables steamed, boiled, raw, roasted, or lightly stir-fried with little added fat

Meat, Fats and Grain

· We offer beans or lean means at least once a day

· We offer high fiber, whole grain foods daily
· We offer fried or pre fried (frozen and breaded) meats (chicken nuggets) or fish (fish sticks) once a week or less

· We offer pre fried potatoes (French fries, tator tots, hash browns) once a week or less

· We offer high fat meats like sausage, bacon, hot dogs or bologna once a week or less

· We offer sweets or salty foods less than once a week or never

Beverages

· We make drinking water freely available so children can serve themselves both inside and outdoors

· We serve 1%  and fat free milk to children age two or older. The program does not feed cow’s milk to infants younger than 12 months.
· We rarely offer sweetened drinks other than 100% juice.
Menus and Variety

· We have a three week ( or greater) cycle menu that allows for seasonal changes

· Our menus include healthy items from a variety of cultures

· Our menus include a combination of new and familiar foods
Feeding practices

· Staff cut foods into pieces no larger than ¼ inch square for infants and ½ inch squares for toddler/twos, according to each child’s chewing and swallowing ability.

· Our staff help children determine if they are full before removing their plate
· Our staff help children determine if they are still hungry before serving additional food

· Our staff gently and positively encourage children to try a new or less favorite food

· We do not use food to encourage positive behavior

· We do not withhold food as a punishment

Foods Offered Outside of Regular Meals and Snacks

· We provide and enforce written guidelines for healthier food brought in and served for holidays and celebrations ( see Healthy guidelines for celebrations)

· We celebrate holidays with mostly healthy goods or non-food treaties

Supporting Healthy Eating

· Our staff join children at the table for meal time
· We  always serve meals family style

· Our staff rarely eat less healthy foods in front of the children

· We provide visible support for good nutrition in 2-5 year old classrooms and common areas through the use of poster, pictures and displayed books

· Our staff often talk informally with the children about trying and enjoying healthy foods
Nutrition Education for Staff, Children and Parents

· We provide training opportunities for staff on nutrition (other than food safety and food programs guidelines) twice a year or more

· We provide nutrition education to parents twice per year or more

Physical Activity:

Active Play and Inactive Time

· We provide at least 120 minutes of active play to all the child each day

· We provide opportunities for outdoor play two or more times per day. Shade is available to protect against sun injury. 
· We ensure that children are rarely seated for periods of more than 30 minutes

· We do not withhold active play time for children who misbehave.  Instead we provide additional active play time for good behavior

· We rarely show television and videos

Play Environment 

· We provide fixed play equipment (tunnels, climbing, and balancing equipment) that is extensive and varied for all children 
· We provide portable play equipment (wheeled toys, balls, hoops, ribbons) that is diverse and available for children to use 
at the same time

· We make outdoor portable play equipment freely available to all children all of the time

Supporting Physical Activity 

· Our staff often encourage children to be active and often join children in active play

· We provide visible support for physical activity in 2-5 year old classrooms and common areas through the use of posters, picture and displayed books
Physical Activity Education

· We provide training opportunities for staff on physical activity (Other than playground safety) twice per year or more

· We provide teacher-directed physical activity education for children, through a standardized curriculum, once per week or more

· We offer physical activity education to parents twice per year or more

Infant Feeding:

Parents are responsible for supplying infant formula, baby cereal and commercially prepared baby food.  Parents should bring in a supply adequate for at least one day.  All bottles should be labeled. The YWCA does have iron fortified (Sam’s Club brand) available. Bottle feedings cannot contain solid foods unless the child’s health care provider supplies written instructions and a medical reason for this practice. As your child grows and begins to eat table foods we will supply a nutritious lunch. Menus are sent home monthly.  You are welcome to provide alternative foods if you feel your child will not eat what is on the menu a particular day. 

As per OCFS regulations: Section 418-1.12 Nutrition- 
n) Infants 6 months of age or younger must be held while being bottle-fed. Other infants must be held while being bottle fed until the infant consistently demonstrates the capability of holding the bottle and ingesting an adequate portion of the contents thereof. The propping of bottles is prohibited. 

o) Each infant and toddler must be removed from the crib, playpen, or cot and held or placed in an appropriate chair for feeding.

Breast feeding Policy
Nursing mothers are welcome at the YWCA.  The YWCA of Ulster County is an advocate of breastfeeding as the optimal form of nutrition for infants.  Human milk is uniquely superior for infant feeding.  Research has proven that human milk and breastfeeding of infants provides advantages in regards to overall health, growth, and development and in decreasing the risk of both 
acute and chronic disease. (According to the American Academy of Pediatrics)
It is our intention to do all we can to support mothers who choose to breastfeed their infants when they return to work and leave their child in our care.  All infants will be kept on their own feeding schedules and are fed on demand.  The staff will work to accommodate mothers who choose to visit during the day to feed their child.  Breastfed babies will not receive supplemental formula or water unless specifically requested by the parent.  Communication with staff is key to insuring that everything works best for both mother and the nursing child.
All breast milk must be brought to the center sealed and in clearly labeled containers.  Labels should include the child’s first and last name and the date.  We will store fresh (up to four days) or frozen (up to one month) breast milk and only warm or defrost under hot running water.  To insure optimal nutritional properties are maintained. Staff discard after one hour any formula or human milk that is served but not completely consumed or is not refrigerated. 
Holiday/Birthday Party

Birthdays and holidays are special days.  We welcome and encourage a celebration. Please talk to your classroom teacher in advance to plan for that day.  Please help us encourage lifelong healthy habits among our children; we encourage parents to join us for their child’s birthday or other special occasion and bring in food to help celebrate.  Please select or prepare healthier food options that your child enjoys.   

Suggestions include:
· Favorite fruits

· Lower fat baked goods (ex. mini muffins with icing)

· Favorite dishes that aren’t necessarily desserts

· Foods with special family or cultural significance

· Healthy foods in fun shapes

· Frozen yogurt

· Ice milk

· Veggies and dip

· Ants on a log

· Rice cakes

· 100% fruit juice and fruit snacks

· Stickers
· Pencils

· Bubbles

· Crayons

· Coloring books

· Books 

Also, remember to celebrate with favorite stories, music, games or activities.  Often the most important thing to your child is that you took the time to help plan something special.  Please talk to the Director if you have any questions, concerns or if you need ideas.  We know it’s hard to break old habits like cake, candy and ice cream but give it a try!

Supplies:

Parents are responsible for providing all supplies for a child’s personal use. Diapers or Pull-ups, wipes, bibs, lotion, sunscreen, sippy cup, extra clothes, sheets and blanket for naptime should be brought to the center and left in the child’s cubby. 
Make sure all personal items are clearly labeled with your child’s first and last name.

Please do not send your child in with candy, gum, sugary snacks, and small toys from home or money.

Clothing:

Please send your child to the school ready to play. Clothing that can and will get dirty is top priority. To encourage independence please dress children, particularly preschoolers in clothing that they can easily manipulate themselves. A complete change of clothing, including socks and underwear should be left at the center. All clothing should be clearly labeled.
In infant cribs no items are allowed in the cribs other than a fitted sheet. Please dress or bring appropriate clothing such as onezies or long sleeve pajamas.  

Since outdoor play is a part of our daily routine, please provide adequate clothing and outerwear for the weather conditions (boots, mittens, hats and scarves) when necessary. To protect against cold, heat, sun injury and insect born disease please make sure your child has: dry and layered clothing for warmth in cold weather and when in the sun sun-protective clothing, skin protection or both. Flip Flops are prohibited.
We cannot be responsible for lost or broken personal items.

Discipline:

The YWCA Magic Circle School prefers to use positive discipline techniques such as behavior modification and positive reinforcement, redirection and one-on one interaction to help children learn to develop and gain self-control. We do not use punitive measures.
Staff will notify parents of any problems or concerning behaviors. Parent input is welcomed and encouraged in determining the best plan of action for dealing with behavioral issues. Parent/Staff Communication is crucial to providing consistent and effective discipline.
Child Abuse:

In accordance with NYS law, all YWCA Magic Circle staff are mandated to report signs of child abuse and neglect. Staff attend mandatory trainings each licensing period.

It is important that parents explain any injuries or marks to the staff before leaving their child.

If a child abuse report needs to be made it will be held in the strictest confidence.

Withdrawal from Center:

The YWCA Magic Circle School requires written notification two weeks prior to your child’s last day in the center. This notification allows the YWCA to prepare the staff and other children for your child’s departure.

If your child is absent for a period of two weeks without notifying us, we will assume you have withdrawn your child from the center.
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