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PENOBSCOT BAY YMCA 
BEFORE & AFTER SCHOOL 

PROGRAM HANDBOOK 
2020-21 School Year 

Program Locations: 
Camden-Rockport Elementary School (Before & After School) 

Lincolnville Community School (After School)

Thomaston Grammar School (After School)
Rockland South School (After School) 
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YMCA MISSION 

The Penobscot Bay YMCA’s Before & After School programs provide our communities 

with safe, licensed, affordable, quality programming for elementary-aged children.  

The Y’s program will plan and implement age appropriate activities designed to meet 

the physical, social, emotional, cultural, and intellectual needs of the children.  

Guided by the Y’s four core values of caring, honesty, respect, and responsibility, our 

programming is held to the highest scrutiny.  Our Y nurtures the potential of every 

child and believes that all children deserve the opportunity to discover who they are 

and what they can achieve. 

The YMCA recognizes the diversity and worth of all individuals and groups in our 

society.  There will be no discrimination or harassment of any child or family based 

upon race, color, ethnicity, religion, gender, sexual orientation, gender identity, 

gender expression, national origin, marital status, age, veteran or military status, 

genetic information, disability, or use of a service animal by a person with a 

disability, in any Y program or activity, including childcare. 

Y after school sites maintain licenses from the Maine Department of Health and 

Human Services and comply with the licensing regulations of this agency.  A copy of 

the licensing regulations is available for any parent to read.  You may also find it 

online at https://www.maine.gov/dhhs/ocfs/child-care.html 

COVID ADAPTATIONS FOR OUR PROGRAMS 

Our Y will work in conjunction with all state rules as well as mirror the school’s 

rules surrounding the COVID pandemic. Parents will not be permitted inside the 

school.  Drop-off and pick-up locations will be determined by the school and shared 

with parents.  All Y staff will wear masks as will all children in the Y program. 

Children may be divided into pods of 10 as necessary per Maine CDC and DECD 

guidelines.  Activities may differ based upon school spacing.  Protection of you 

children and Y/school staff is our highest priority.  We will communicate any shifts in 

policy to you promptly. 

https://www.maine.gov/dhhs/ocfs/child-care.html


2 

PROGRAM HOURS 

The Y After School Programs operate Monday-Friday from school dismissal until 

5:30 PM. Our Before School program operates only at Camden-Rockport 

Elementary during the hours of 7:00– 8:30 AM. The programs operate on regularly 

scheduled school days and follow the school district's calendar that each program 

serves. The program will be available on pre-scheduled early release days. 

The Y does offer Vacation Camp for most school breaks, which is a completely 

separate program.  For more information on that option for care, please visit our 

website at www.penbayymca.org or email info@penbayymca.org. 

PROGRAM CONTACTS 

Each Y After School Program has an on-site coordinator leading the program and 

curriculum plan. The on-site coordinator can be reached via the designated program 

cell phone or the program email as listed below. 

Thomaston After School Program: 

Program Cell Phone – 207-594-0321 

Program Email – thomastonafterschool@penbayymca.org 

Rockland After School Program: 

Program Cell Phone – 207-594-0321 

Program Email – rocklandafterschool@penbayymca.org 

CRES After School Program: 

Program Cell Phone – 207-691-3652 

Program Email – cresafterschool@penbayymca.org 

Lincolnville After School Program: 

Program Cell Phone - TBD 

Program Email – lcsafterschool@penbayymca.org 

http://www.penbayymca.org/
mailto:info@penbayymca.org
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PROGRAM ENROLLMENT 

The Y’s Before and After School Programs will accept children enrolled in the 

elementary school that each program serves. This is not a “drop in” program.       
We require children be registered for the program prior to utilization. Priority 

placement will be given to children enrolled for five days of care.  

To be registered and have a confirmed placement in the program, the following must 

be completed: 

1. Return a completed and signed enrollment packet including the automatic 
billing information to: Heath Commeau, Pen Bay YMCA Before & After School 
Coordinator - hcommeau@penbayymca.org or Benjie Blake, Rockland Harbor 
YMCA After School Coordinator – bblake@penbayymca.org.

2. Return the signed acknowledgement confirming that you have received this 
Before and After School parent handbook;

3. Make certain that your Y account is current and any past due balances are 
resolved prior to registration;

4. Receive an email from the Coordinator confirming your enrollment and that 
your child’s space is reserved;

5. The first payment will be taken on Friday, September 4th, 2020.

A YMCA membership is not required to enroll in our Before or After School programs. 

Before care is 5 days a week at a cost of $35 per week. 

Parents may select one of two rate plans for After School Programs:  3 day or 5 day.  

Pricing is as follows: 

• 3 days: $47 per week

• 5 days: $64 per week

The Y will add a $10 fee on the weeks that there is a scheduled early release on 

the school calendar.  

Financial Assistance:  The Y has a very strong working relationship with DHHS, 

FedCap, Aspire, and other subsidy programs. We are set up to accept these 

payments and are happy to assist you in navigating the process. We also have an 

Open Door Scholarship program, so if you have applied for other assistance and do 

not qualify please talk with us and consider completing an Open Door Scholarship 

form.  These forms are online or may be picked up at the Welcome Center at any 

Penobscot Bay YMCA branch. We hold these applications in the strictest of 

confidence and seek to support our community by ensuring kids have a safe place 

to go both before and after school.  

file:///C:/Users/swhytock/Downloads/hcommeau@penbayymca.org
mailto:bblake@penbayymca.org
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PAYMENTS 

As a non-profit organization, we rely on prompt payments. Payments will be 

processed automatically every Friday.    

If you have a specific circumstance, please contact the After School Director in your 

program area to discuss. 

Payments are required and must be paid on time and in full when your child is absent 

part or all of the week.  This includes holidays and in-service days.  Fees are based 

on reserved spaces, not attendance.  We do not charge for Before or After School 

care during vacation weeks.  

LATE PAYMENTS 

Non-payment and/or bounced payments may result in a late fee of $15 per week. If 

you change your bank account tied to your automatic billing on file, please be sure to 

notify the Y immediately so we can update your information to ensure your prompt 
payment. 

If payments are declined for two consecutive weeks, your child will no longer be able 

to attend the program until the Y’s Finance Department has set up a payment plan to 

bring your account up to date.  

If your payments are not current, registration for other YMCA programs will not be 

permitted. 

Please remember the program ends promptly at 5:30 PM. There will be a late charge 

of $1.00 per minute, per child, if you arrive after 5:30 PM.  Repeated late pick-ups 

may result in your child’s dismissal from the program. Please contact the on-site 

program coordinator if you are going to be late. Each program has a designated 

YMCA cell phone. 

WITHDRAWAL FROM THE PROGRAM 

A written, two-week notice is required to withdraw a child from the program. Emails 

are permitted for this option.  Parents wishing to withdraw a child but fail to provide 

a two-week notice will be liable for the two weeks of Before or After School fees.   
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STAFF 

We are very proud of our staff.  The staff take pride in their ability to make each day 

stimulating, enjoyable, and rewarding for your child. Our staff are trained in CPR, 

First Aid, and receive ongoing education to improve their skills and to develop new 

ideas for the program. All YMCA staff have passed multiple background checks to 

ensure the safety of your child as well as specified trainings in child protection. 

DAILY SCHEDULE 

Each program will provide specific activities each day to include a variety of 

enrichment activities.  Activities are planned in advance and will include art, STEM 

activities, creative option, physical exercise, homework help, and a variety of group 

games.  The group will participate in outdoor time, weather permitting, and/or other 

physical activities daily.   

The Before and After School programs have no recreational screen time and 

electronic devices are not allowed to be used by the children. Children will be asked 

to keep electronic devices in their backpack as well as any toys from home. 

The group does many fun activities and games and will use prizes as a reward on 

occasion.  We do not use food as a reward. 

ARRIVAL/DEPARTURE 

Attendance will be taken upon arrival.  Please call or email if your child will be late or 

absent.  Please be sure to let us know when or if you have changes in your 

emergency contact information so that we are able to reach you if needed.   

Please make contact with a staff member and sign out before taking your child.  

Children are not permitted to leave the program unescorted.  Please call if you are 

going to be late, or if a person other than anyone already authorized is to pick up 

your child. A child may not leave the program with anyone under the age of 18 or 

with an unauthorized person.  The program’s staff will ask for photo identification to 

confirm identity if not familiar with the individual. 
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SCHOOL CLOSURE POLICY 

When the Elementary school is closed there will be no Before or After School 

programming.   

When the Elementary School is closed for weather or other unforeseen reasons, 

there will be no Before or After School programming.   

If school is dismissed early due to weather, there will be no After School 

programming. 

The Y will provide care as usual on pre-scheduled early release days as listed on the 

school calendar.  The Y will add a $10 fee on the weeks that there is a scheduled 

early release as listed on the school calendar. 

The Y will post closure updates on our website www.penbayymca.org, or you can call 

the Y at 207-236-3375 to confirm changes in programming due to weather. We also 

post information on our Facebook page. 

PARENT INVOLVEMENT 

Parents are encouraged to engage with the program staff and provide feedback on 

activities. Please be sure to share with staff anything you feel may help your child’s 

progress.   

Parents are requested to communicate concerns about the program’s policies, 

activities, or staff to the On-Site Program Coordinator.  

All parents are welcomed to volunteer at any time in the program’s activities. 

Volunteer forms and background checks are required before a person may volunteer. 

VOLUNTEER FORMS: 

Find forms by visiting the Y’s website, or call the Y at 207-236-3375 for paperwork, 

or simply email frontdesk@penbayymca.org and we will gladly email you the 

paperwork. Return completed volunteer forms to our CEO at 

mbellew@penbayymca.org. 

http://www.penbayymca.org/
mailto:frontdesk@penbayymca.org
file:///C:/Users/swhytock/Downloads/mbellew@penbayymca.org
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MEDICATION 

All medications must be given directly to the Site Coordinator from a parent or 

guardian in its original bottle. The parent or guardian must also sign a medication 

form providing the staff with their permission to administer the medication. We will 

give prescribed medication to a child as long as they are well enough to participate 

in the program.  

INJURIES 

A child receiving injury at any Before or After School program will be given first aid 

by a certified staff member and a parent will be notified. We will provide a written 

incident report of the injury for the parent and staff to sign. Any child sent home 

with a serious injury may not return unless approved by a physician.  

ILLNESS/COVID REQUIREMENTS 

While we understand the needs of working families, we must protect all of our 

children from any/all contagious illnesses.  Children should not attend if he/she has a 

contagious illness.   If your child has a fever, that child must be fever free and 

present a physician’s note certifying permission to attend. 

If your child becomes ill during our program, you or your emergency contact will be 

called.  We ask that you pick up your child as soon as possible.   

Parents must notify the program by contacting the On-Site Program Coordinator 

immediately when their child contracts any communicable illness other than a cold.  

Parents will be notified of communicable illnesses in the program and any 

recommendations given to the program by our health consultant.  Dr. Adeline Winkes 

serves as a consultant to the YMCA’s child care programs to answer questions about 

health issues, particularly in regard to contagious diseases. Safety of the children in 

our program is our number one priority. 
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GUIDELINES FOR SICK CHILDREN 

Children with the following symptoms should not attend: 

1. Feeling too bad to participate in program activities

2. Have a fever over 100 degrees

3. Have other symptoms that make it hard to care for them in the program

such as vomiting, diarrhea, bad cough, severe headache

4. Heavy-colored nasal discharge

5. Persistent or heavy cough

6. Strep Throat

7. Lice; Child may not attend until they are treated and all nits removed

8. At this handbook’s publication in August, 2020, if the child travel to states

except New Hampshire, Vermont, New York, and New Jersey and/or

international travel (requires 14 day quarantine), they cannot attend.

FEVER:  If a child has a fever of 100 degrees or higher in the past 24 hours, he/she 

should NOT attend the program.  Your child will require a physician’s note indicating 

that he/she is able to attend the program safely and is symptom-free. 

Children with the any of following COVID-19 symptoms per the CDC should not 

attend: 

 Cough

 Shortness of breath or difficulty breathing

 Chills

 Repeated shaking with chills

 Muscle or body aches

 Headache

 Sore throat

 New loss of taste or smell

 Congestion or Runny nose (in conjunction with other symptoms)

 Nausea or vomiting or Diarrhea

Children with symptoms should be evaluated by their medical provider: 

• If testing for COVID-19 is not recommended for the child based on medical 
judgement, they may return to the program with a physician's note after they 

are symptom free for 24 hours with no fever reducing medication.
• If COVID-19 testing is negative, they may return after they are symptom free 

for 24 hours with no fever reducing medication.

• If COVID-19 testing is positive, CDC guidelines should be followed for 
isolation, and the child should not return until isolation is complete (at least 
10 days from when symptoms began and three days symptom free with no 
fever reducing medication).
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SUSPENSION/DISMISSAL POLICY 

Grounds for suspension or dismissal from childcare are as follows: 

1. Repeated (more than two consecutive) weeks of non-payment of tuition;

2. Continued disruptive, improper, or violent behavior by the child after parents 
have been consulted and appropriate measures have been taken to modify 
such behavior, or sudden violent or dangerous behavior that threatens the 
well-being of the child or other children, regardless of parent consultation or 
appropriate modified measures;

3. Repeated (more than three) late pick-ups without proper notification to the 
program by the parent.

BEHAVIORAL GUIDELINES 

All children are entitled to a pleasant and safe environment while participating in our 

Before and After School programs.  The four Y core values of respect, responsibility, 

honesty, and caring drive YMCA programs.  Self-management skills and positive 

social interactions among children and adults are encouraged to maximize everyone’s 

enjoyment of the program.  Staff facilitate the development of self-control in school-

aged children by using positive guidance techniques such as modeling and 

encouraging expected behavior and redirecting children to a more acceptable activity 

and setting clear limits.  Our discipline practices encourage the child to be fair, 

honest, caring, show respect of property and other program participants, and 

assume personal responsibility.  

Children will be required to abide by the following rules: 

 Keep your hands and feet to yourself

 Always remain with a staff member or the group

 Be responsible for your own belongings and respect others property

 Use appropriate language.

Each site will have additional rules that are specific to their building and 

environment. When a child does not follow the behavior guidelines, the staff will take 

the following steps: 

1) Staff will redirect the child to more appropriate behavior;

2) Staff will remind the child of the Y’s guidelines and rules;
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3) Staff will document the situation. This written documentation will include

what happened and the action taken. Staff will discuss with parents at pick up

and a course of action will be decided.

Child safety is the most important concern of the program; therefore, children whose 

behavior is dangerous or repeatedly disruptive will not be tolerated.  Children that 

exhibit any type of behavior which is thought to be unacceptable, unsafe, or continue 

to not follow the rules may result in immediate suspension. 

Unacceptable behaviors include, but are not limited to, the following: 

 Any behavior that endangers the health and safety of other children, staff or

members;

 Leaving the program without permission or refusing to remain with assigned

group;

 Inappropriate touching of other students or sexual misconduct;

 Theft, defacing, or destruction of property belonging to the Y, the schools, or

others;

 Verbal abuse or threat, bullying, name-calling;

 Any physical assault such as hitting, kicking, biting, and such;

 Ignoring or disobeying rules of safety;

 Possession of weapons, tobacco, alcohol or illegal drugs;

 Violation of the YMCA Code of Conduct.

The Progressive Discipline procedures are as follows: 

1. The first time unacceptable behavior occurs, the incident will be discussed

with the parents and they will be provided an occurrence report.  A plan of

action will be agreed upon by parent and staff.

2. The second time unacceptable behavior occurs there will be a meeting set up

with the Before and After School Coordinator, parents, and Y administrative

staff.  The purpose of this meeting will be to determine why the child is

having difficulty and what efforts might be made by site staff, parents and

the child to find a possible solution.  A written action plan will be made for

the child in the After School program.

3. If unacceptable behavior occurs again, dismissal of the child from the program

will occur.

*The Penobscot Bay YMCA also reserves the right to dismiss a child from the

program not necessarily in the order above, but depending on the severity of the

action.




