Welcome to

The EPIC Program
 
Engaging Programs  
&  Inspired Connections 
 
 
Parent/Caregiver/Student Handbook 
 
The EPIC Program seeks to Keep the Lights On in the public schools of Rutland City beyond the traditional school hours and in the summer. The Program provides expanded learning opportunities, as well as multiple enrichment experiences in a safe, drug free, supervised environment within a climate of mutual respect and dignity for all our youth in grades 7-12.  EPIC weaves together an array of community resources that support the needs of our families. 
 
 

 	 	 
 	 
Table of Contents 
  
	General Program Information 
	

	 
	Welcome  
	3 

	 
	Important Contact Information 
	4 

	 
	About Our Program 
	5 

	Parent / Caregiver Involvement 
	

	 
	Family Orientation, Involvement and Communication 
	6 

	Program Operations and Procedures 
	

	 
	Days / Hours / Schedule 
	7 

	 
	Enrollment Process 
	8

	 
	Emergency Contacts 
	8 

	 
	Attendance Procedures & Dismissal Protocols 
	9

	 
	Field Trips 
	9 

	 
	Student Records 
	10 

	 
	Confidentiality 
	10 

	 
	Photographs and Publicity 
	11 

	 
	Complaint Procedure 
	11 

	Safety Procedures & Policies 
	

	 
	Philosophy of Child Guidance and Discipline 
	11 

	 
	Behavior Expectations 
	11 

	 
	Youth Who Leave the Program Without Permission 
	12 

	 
	Reporting Missing Youth 
	12 

	 
	Youth Who Feel Unsafe and Refuse to Go Home 
	13 

	 
	Dealing with Disruptive or Unsafe Adults 
	13 

	 
	Swimming 
	13 

	Health Procedures & Policies 
	

	 
	Nutrition 
	14 

	 
	Chronic Health Conditions 
	15 

	 
	Sick Youth 
	15 

	 
	Medications – Prescription, Over-the-counter 
	15 

	 
	Accidents and/or Injuries 
	16 

	 
	Smoking 
	17

	Emergency Procedures & Policies 
	

	 
	Emergency Plan Procedure for Closure Due to Weather, etc. 
	17 

	 
	 
	 


GENERAL PROGRAM INFORMATION 
 
 
~ WELCOME ~ 
 
Welcome children, parents and caregivers to the EPIC Program. We are happy to have you join us and have your youth spend their out-of-school time with us. We look forward to a fun and rewarding summer. 
 
Our summer out-of-school program is a safe space for children to complement their learning, and explore new and creative activities for physical, social and emotional development, and other enrichment opportunities. We promote a climate of mutual respect and dignity, student to student, student to staff, staff to student, and parent-staff-student, by appreciating the ideas and interests of others. 
 
This handbook outlines our philosophy, program guidelines and procedures. Please take the time to read through this information and familiarize yourself with its contents. Feel free to contact us if you have any questions. 
 
The EPIC Program admits and enrolls all children, regardless of race, color, disability, gender or national origin. This handbook is designed to add procedures that are particular to the EPIC program out-of-school hours. 
 
The fiscal and legal agent for the EPIC Program is Rutland Public Schools. All policies voted by the Rutland City Board of School Commissioners cover this program. Additionally, the rules and expectations laid out in the Parent Handbook written and approved by the host school will apply to this program.  
 
The Rutland City Board of School Commissioners and schools seek to involve parents in the education of their children by employing the strategies outlined in school handbooks and administrative procedures. Coordination and integration of Rutland Public Schools’ parent involvement strategies with other programs within Rutland City, such as Head Start and other federally funded or state-run programs, which will be accomplished through the collaborative agreement in place at the primary schools. 
     	 









IMPORTANT CONTACT INFORMATION  
 
Tapestry & EPIC Central Office, Longfellow Building, 6 Church St, Rutland, VT 05701

Marie K. Gilmond, Executive Director	(802) 786-1935   marie.gilmond@rcpsvt.org
Bill Bonsignore, Program Quality Facilitator	(802) 786-1967   bill.bonsignore@rcpsvt.org
Sandra Gardyne, Administrative Assistant	(802) 786-1959   sandra.gardyne@rcpsvt.org

 
	
	SITE COORDINATOR 
	

	Rutland Middle School 
	Jon Wallett 
	779-1309 
	jonathan.wallett@rcpsvt.org 


 
 
	

TO REPORT CHILD ABUSE/NEGLECT 	 	(800) 649-5285 
 
Department for Children and Families (DCF) 
All program staff are mandated reporters for suspected child abuse/neglect. All such concerns are therefore called into the Division of Children & Families at 800-649-5285 as per Vermont Mandated Reporting Laws. The staff are not required to notify parents when making reports of suspected child abuse/neglect. Likewise, parents who suspect child abuse/neglect should call the Division of Children Families at 800-649-5285. 
 
The Vermont Child Care Consumer Concern Hotline number is 1-800-649-5285. To contact the office by mail, use the address: Child Development Division 280 State Drive, Waterbury, VT 05671. The DCF website is accessible at this website http://dcf.vermont.gov.cdd where extensive documents are available for viewing.  Follow the links on the website to find what you need.     
 
 


ABOUT OUR PROGRAM 
 
The Tapestry Program of Rutland County opened in 2000, serving children in K-6 grades. With the complement of the EPIC programs, we serve approximately 800 children in grades K-12 in afterschool and summer programs.  Our K-6 sites are license child care centers, with 5-STARS quality ratings. 
 
Tapestry & EPIC has an Executive Director, who is responsible for the overall operation of the program.  Each school has a Site Coordinator, who is responsible for the day-to-day curriculum planning, programming and supervision on site.  
 
EPIC administers its afterschool and out-of-school programs in response to child interests, parent needs and school requests. Surveys are conducted annually to determine the needs and interests of students, parents and schools. 

The afterschool program follows the school calendar of the host site. The program does not operate when school is not in session – holidays, breaks, and scheduled half-days. Each site provides a monthly calendar and the program creates and distributes a quarterly newsletter. 
The summer program runs for six to seven weeks. A separate application and enrollment are necessary for the summer program each year, as space and availability are limited. Full-time enrollment during the summer is encouraged. 

Program Objectives 
 
The EPIC Program was created and implemented to support youth and families by offering a wide range of academic enrichment activities and extended learning opportunities, designed to support school day efforts to increase academic achievement, develop healthy habits and foster positive social and emotional growth. Services include provision of a safe and caring environment, incorporating a nutritious snack, physical activity, homework assistance or tutorial support, and other complementary enrichment activities. Our objectives are to: 
 
1. Expand creativity through use of open-ended activities and projects. 
2. Model group cooperation and problem solving.   
3. Promote developmentally appropriate social-emotional learning, including mutual respect among youth and staff. 
4. Actively engage families, youth and school in the design and implementation of the program at each site, to support student learning and program goals. 
 
Program Description 
 
Positive relationships are cultivated and built between youth, staff, and parents participating in the program to promote student learning. Our program provides experiences that are enriching, exploratory and challenging so youth can become more confident in their ability to learn and achieve the proficiencies for their age and development level.  
Our programs can offer a variety of opportunities: 
 
· Assisting youth in completing homework (quiet space, providing assistance). 
· Opportunities for academic support in small group instruction on specific skills. 
· Outdoor experiences are vital to healthy school age development. 
· Site staff will monitor outdoor conditions and change activities accordingly. 
· Specific clothing for appropriate outdoor activities, in relation to the season, should be worn and/or available in a backpack. School dress code policies will apply at all times unless otherwise stated. 
· In the summer, youth will be required to wear sunscreen. 
· In the event of extreme weather, youth’s outdoor activities will be limited. ● Programs that develop social skills. 
· Activities to nurture leadership and student voice.  
· STEM, Literacy, Global Studies activities.  
 
Our staff creates program environments that provide ample choices and stimulating indoor and outdoor activities. We offer formal experiences in areas such as cooking, art projects, science, drama, woodworking, sewing, music, fine arts and group games. In addition, youth will be able to choose from a variety of board games, art materials, science, music and other options. EPIC staff works with enrolled youth to learn about their interests and gather ideas. 
 
Families and individuals with varying cultural backgrounds are welcomed and celebrated.  Families are welcome to have cultural equity and input into the program. 
 
PARENT / CAREGIVER INVOLVEMENT  
 
FAMILY ORIENTATION, INVOLVEMENT AND COMMUNICATION 
 
Once a child has been enrolled in the EPIC Program, a letter of confirmation is mailed with a welcome packet, including: 
 
· Welcome letter 
· Parent / Caregiver / Student Handbook 
· Busing Policy 
 
This Handbook is re-issued when a substantive update is completed; in the event program contact information is updated, that information may be provided separately. The Site Coordinator may call your family to verify enrollment and answer questions.     
 
Parents and caregivers are an important part of the program and are encouraged to drop in to visit, sign up to volunteer, to attend events the youth may offer and to attend parent workshops. Parent/Caregiver events are scheduled throughout the year. Parents can gain access to their child while they are in the program. This access includes access to the facility, a child’s records, and staff. (Please note: Students are not allowed to use cell phones in the program, if the parent/caregiver needs to speak to their child on the phone they must call the site-specific phone number located at the beginning of this handbook.) 
 
We invite parents and caregivers to participate on the Advisory Council, which affords a voice in the design and oversight of the program.  
 
Additionally, surveys seeking parent/caregiver input and youth’s opinions are conducted at the end of each program session (school year and summer).  Surveys are also completed annually soliciting feedback and input from the host school personnel, such as principals and teachers. 
 
EPIC staff communicate with individual families through the use of written communication, and phone calls when necessary. Every student has an enrollment form on file that has home and work numbers for parents and emergency contacts to be used if the need should arise. 
 
All parents are provided the EPIC site phone number, accessible during program operating hours. Voicemail messages can be left during off hours. The EPIC office and Site Coordinators can be reached at the numbers at the beginning of this handbook during program hours. Parents may schedule a conference/meeting with their child’s Site Coordinator. 
 
Site specific monthly newsletters, calendar of events, field trip reminders and notices of special events are sent home regularly. Please check your child’s folder frequently. 
 
PROGRAM OPERATIONS AND PROCEDURES 
 
DAYS / HOURS SCHEDULE  
 
School Year 
 
The EPIC Program follows the school calendar. The program is closed during school vacations, in-service days, on scheduled school half days and when staff are required to attend training during program hours. The sites are open Monday through Friday from dismissal of school until 5:00 P.M. If school is canceled or dismissed early the program is closed. 

Each day students have time for snack, physical activity, and developmentally appropriate academic enrichment choices. Individual sites provide calendars for parents monthly. 
 
Summer Program 
 
The summer program runs six weeks during summer break from 8:00 A.M. to 4:00 P.M. The exact dates are publicized through a variety of venues – school websites, program newsletters, social media, etc.  
 
[bookmark: _GoBack]Each day in the summer includes morning enrichment, meals, physical activity, games, quiet activities and outdoor play. Individual sites provide summer calendars for parents. 
 
ENROLLMENT PROCESS  
 
Acceptance of enrollment means that the EPIC Program offers services within the limits of Agency of Education requirements, dependent upon hiring appropriate staff, and limited by staff: student ratios. This may include making modifications to accommodate an individual youth that are reasonable and necessary, while making no undue burden or significant change to the nature or operation of the program. The utmost level of confidentiality regarding information and knowledge of our families is maintained. 
 
Students and families are referred to the program through several sources: 
 
1. Parents / Caregivers;  
2. Classroom teacher, school counselor or principal; 
3. Social services. 
 
The steps of the enrollment process include: 
 
1. Completion of the application by the parent or legal guardian; 
2. Submission of the application to the EPIC office, the school secretary or the site coordinator; 
3. A Welcome Packet is provided for the household, including the handbook, program schedule, busing information (if applicable), etc. 
 
Parents must submit a complete enrollment packet for each child. Parents are required to provide current immunization records prior to their child attending the program. If a parent has submitted immunization records to the school nurse at the site, a duplicate copy is not necessary.   
 
The program serves as many students as possible. Current participants have first option at open enrollment. Open enrollment occurs prior to summer and at the start of each school year. We are limited by availability of space and staff, and funding to support the programs. At times a waitlist may be started and openings will be filled on a first come, first serve basis. Since there is a high demand for enrollment in the program, student attendance is carefully recorded and monitored.  If a family demonstrates that they no longer need the program, a letter to request withdrawal is sent.  
 
EMERGENCY CONTACTS 
 
Each youth must list two current, in-service telephone numbers of local relatives or family friends designated by the parent or guardian that can respond if a parent/guardian cannot be reached in the event of an emergency. These numbers must be kept current. It is the parent’s responsibility to update the telephone number and name of the contact(s). Please inform the EPIC office and the site coordinator of any changes as soon as possible. In the event of an emergency where the listed contacts cannot be reached, the school day emergency contacts will be accessed. 
 
ATTENDANCE PROCEDURES AND PICK-UP PROTOCOLS 
 
Student participants are welcomed to the program each day and listed on the daily attendance sheet by a staff member. If you know your child will not be attending please call the Site Coordinator (779-1309).  
In the summer, parents/caregivers will be called immediately, each day, if any child is not accounted for at the start of the program in which the youth is enrolled. If the parent/caregiver is not reached, the emergency contacts will be called. If the whereabouts of the youth cannot be determined, the police will be notified.   
In the afterschool hours, EPIC is a drop-in service. Attendance will be taken and students will sign in/out, with parent permission. If parents have questions on student participation they may call the Site Coordinator. If a youth signs out of the program they are not allowed to return to the program that day.   
 	 
Monitoring Arrivals and Departures 
 
Throughout the program operating time, the whereabouts of the youth is monitored by staff. At the time of departure each day, the child must be signed out by an authorized adult on the daily attendance log, or by the youth with parent permission to do so.  
 
The enrollment form includes an area where the mode of departure is to be identified: walk, car rider or bus. When authorized by their parent or caregiver, youth may sign themselves out of the program; staff may notify the parent/caregiver when the child signs out.  
 
Car Riders 
 
Car riders are to be picked up by their parent or guardian no later than 4:00pm in the summer. 
 
Please respect and abide by the program’s closing time. If an unforeseen or emergency situation arises that will delay your arrival, please telephone the program site directly (779-1309). If you cannot reach anyone at the program site, please call the Tapestry & EPIC office (786-1959). The central office remains open until the bus has delivered all youth home. Additional phone numbers are at the beginning of this handbook.  
 


Bus Riders 
 
The Rutland City Public School bus fleet and drivers provide transportation for Rutland City residents. Parents must request a bus rider slot for each child one week prior to using the bus. Bus lists and routes are maintained in the EPIC office. 
 
During the school year, transportation is provided home from the program at the end of the day, generally departing the RIS/RMS campus by 4:00pm. Youth are delivered to designated bus stops, the list for which is provided in the Welcome Packet.   
 
Bus riders will be escorted from the program to the bus by staff. Adult supervision will be on the bus, to assist youth with questions, concerns, embarking and disembarking, as needed, and to promote a safe and respectful ride home. We do our best to deliver each child home as early as possible each night.  
 
Youth with special needs will be transported safely and appropriately based upon their health plan and preferences of the parent/family/guardian. 
 
FIELD TRIPS  
 
Field trips and walks to local areas of interest are often part of the program.  Permission for your child to participate in such excursions is a part of the enrollment application. Swimming is a regular program option, especially in the summer. Parental permission is required for swimming, which is included on the enrollment form.  Please also see procedures for swimming.  
 
Staff only transport youth in the case of an emergency, unless prior notice is given to parent.  
 
Before boarding buses, attendance is always taken and numbers confirmed before leaving and returning from field trips. 
 
STUDENT RECORDS 
 
While students are actively enrolled in the program, their records are located at the host site with a copy at the EPIC central office. Records are stored at the EPIC Office for a minimum of one year. When it is deemed the adequate retention time has elapsed, after the child is no longer active in the program, the records are securely shredded. 
 
CONFIDENTIALITY 
 
Records and information are kept confidential within the program and host school personnel. When student data is necessary for reporting purposes for grants or other entities identifiable student information is removed. Information sharing occurs as needed between the host school and EPIC Program. Permission for this is afforded on the enrollment form.  
 
PHOTOGRAPHS AND PUBLICITY  
 
Photographs of the youth participating in school age programs may be taken and may appear in brochures, websites, newspaper, other publicity materials, and on display in the schools. Permission for photographs to be used that include your child without compensation is a part of the enrollment application. 
 
Parents may request that the child’s image not be used when filling out the enrollment form or updating the program in writing.   
 
COMPLAINT PROCEDURE 
 
Families are encouraged to reach out to the Site Coordinator with compliments, questions and concerns. In the event of concerns, if an agreement or solution cannot be achieved, families are encouraged to contact the Tapestry & EPIC Program Executive Director. If the resolution is not satisfactory at this stage, parents/families/guardians can reach out to the Assistant Superintendent of the Rutland City Public Schools. 
 
SAFETY PROCEDURES AND PROTOCOLS 
 
PHILOSOPHY OF CHILD GUIDANCE AND DISCIPLINE 
 
The EPIC Program is committed to providing youth with a safe, enriching environment where they can receive help with their homework and are exposed to new opportunities. The program promotes social, physical, creative and emotional growth in a respectful community of students. 
Youth come together to explore their community and the state through well-planned field trips. There are frequent activities that allow students to reach out and serve the community. 
 
Our staff are highly qualified; many of our staff work in the schools during the day. They are committed to the growth and development of children and youth, and make themselves available through EPIC so students can feel valued, nurtured, and feel like important members of the program. There is supervision of youth at all times. Staff ratios are maintained, as appropriate, based on the activity. 
 
BEHAVIOR EXPECTATIONS 
 
The group, staff and youth at each of the schools establish the expected behaviors.  The behaviors will address respect, “no hands on”, collaboration, sportsmanship and appropriate language. Positive methods of guidance shall be used.  In the event the youth continues to break the rules the following consequences are followed: 

· If a youth is not respectful of the rules, he/she will be given a warning for this first offense.  
· If there is a second offense Leader will notify the Site Coordinator of the behavior.  The Site Coordinator, student and the Leader will meet together to determine the cause of the behavior. A plan to support the student is developed at the meeting. 
· If there is a third offense, the student will be removed from the activity and the parent will be notified.  The student can be suspended from the program.  After which the youth is welcome to return to the program. Prior to returning a meeting may be required with the Executive Director.   
· If behaviors continue the youth may be removed from programs permanently. 
 
There are a number of times when a parent may be called to come and pick the student up.  These behaviors are: 

1. Any youth who intentionally hurts another youth. 
2. Any youth who leaves the group to wander the building and will not return. 
3. Any youth who is disrespectful and/or physical with the EPIC staff. 
4. Any youth who threatens another person. 
5. Any youth who disfigures school property or equipment. 
6. Any youth who requires the individual attention of a staff member beyond a reasonable time for redirection. 
If your child has been asked to leave the EPIC Program because of one of the six rules listed above, your child will not be welcomed back until there is a conference with the Site Coordinator, parent and student. A meeting may be required with the Executive Director, parent, and student if the behavior is ongoing or escalating.  At this conference a plan will be created to assist the student and staff in better meeting the student’s needs.  If this plan does not allow the student to attend without again breaking one of the six main rules, it will be determined if the program is appropriate for this student.  The student may be asked to withdraw. 
Notice to all students, staff, and parents: video surveillance occurs on school property. 
 
YOUTH WHO LEAVE WITHOUT PERMISSION  
The Site Coordinator will immediately contact the parents and/or emergency contacts and the Executive Director if a child leaves the program site without permission. If the parents cannot be reached, the police will be contacted. 
 
REPORTING MISSING YOUTH  
 
The parents of any child/children not accounted for at the start of the program, but were present during the school day, will be called immediately. During the summer parents will be called if the student is not present, as anticipated by their enrollment documents. If the parent is not reached, the emergency contacts will be called. If the whereabouts of the child cannot be determined, the police and the Executive Director will be notified. 
 
If a youth is identified as missing during a field trip, available staff will look for the youth while the Site Coordinator notifies the appropriate on-site personnel. Within thirty (30) minutes, the police or security will be notified to aid and provide guidance. Parents are notified and kept apprised of the situation. 
 
If a youth participant intentionally leaves the group or school grounds, the police and parents are notified. 
 
YOUTH WHO FEEL UNSAFE AND REFUSE TO GO HOME 
 
If a child indicates that he/she feels unsafe and refuses to go home from the EPIC program site, the Site Coordinator will contact the EPIC Executive Director who will then contact school administration and the Division of Children and Families Hotline at 1-800-649-5285 for guidance. Often times the police take the child home and do a safety check, but the determination is made by the police as to whether this is the reasonable course of action. 
 
DEALING WITH DISRUPTIVE OR UNSAFE ADULTS  
 
Safety of the child is top priority. Parents or others who disrupt programs will not be welcome at the site. The police may be called if it is suspected a disruptive individual poses a danger to him/herself or anyone at the site.  
 
Should a situation arise where staff suspect it is not safe for the parent/caregiver to transport the child(ren) (possible causes – alcohol, substance use/abuse, rage or violent behavior), the staff will: 

· Talk with the parent or caregiver, as confidentially as possible, and help with alternative transportation options; 
· Make every attempt to deter the parent/caregiver from transporting the child(ren); 
· Call 911 and report the suspected individual if the parent/caregiver refuses and insists on leaving with the child(ren). The staff person will also then make a report in accordance with mandated reporting procedures. 
 
SWIMMING 
Swimming is offered during various EPIC programs. Safety protocols and practices include: 
.  
· The program utilizes facilities with certified lifeguards and maintains a ratio of 1:26.  
· The program has a staff ratio 1:10 or less when swimming. 
· Staff are trained in CPR/AED/FA.   
· There is an approved first aid kit on all the field trips and at the sites. 
· At swimming sites, staff will establish viewing positions around the swimming area. 
· Staff on the field trip carry a cell phone. 
· There is a 30-minute rest for any full-day swimming activities.  
· The Vermont Achievement Center (VAC), partnering recreation areas, Vermont State Parks and Rutland City Public School all exchange liability of insurance certificates. 
 
Rules for EPIC Participants 
 
· Swimming is allowed only in the area(s) designated by the lifeguards. No one may enter the water until told to do so by the lifeguard(s). 
· The Buddy System will be used – all swimmers must have a swimming buddy and get with their buddy during the buddy checks. 
· No horseplay is allowed. 
· Swimmers will not go over shoulder height in the water unless allowed by the lifeguard on duty. 
· A lifeguard may choose to be out in the water with those swimmers as long as proper coverage is on the waterfront.   
· Youth will be designated as “swimmers” or “non-swimmers” following a swim test. The designation will be noted on the child’s enrollment form.  
○ Non-swimmers must stay in water that is waist-deep or less. 
○ Swimmers may be allowed in deeper water area that is approved by the lifeguard and site coordinator(s). 
· Whistle signals will be the following (but may be adjusted as needed): 
· One short whistle blow – swimmers must stop what they are doing and look at the lifeguard for directions. 
· Two short whistle blows – swimmers must exit the water immediately. 
· Three short whistle blows – the lifeguard is entering the water to do a rescue and all swimmers must exit the water. Appropriate action to implement the Emergency Action Plans will be started by the other lifeguards and counselors/staff. 
 
 	 
HEALTH PROCEDURES AND POLICIES 
NUTRITION 
 
The program will provide nutritious snack/meals daily using the Child and Adult Care Food Meal Pattern guidelines on nutrition and in accordance with the hours of care chart. The meals menu will be sent home to parents on a monthly basis, as applicable. 
 
All food served for snacks/meals are prepared by the vendor contracted with the host school. Parents who send food to the program for their child are strongly encouraged to provide nutritious food that is in an adequate amount.  
 
If your child has any food allergies, please be sure to inform EPIC staff and provide details on your child’s enrollment form. 
 
CHRONIC HEALTH CONDITIONS 
 
Parents must fill out a medical form with pertinent medical information and instructions needed to keep the child safe and to specify special needs the child may have. A doctor’s order may be required if special care and/or assistance is required for your child. Medical plans will be written up as needed and placed in the onsite record for staff members to refer to as needed. 
 
SICK YOUTH 
 
Parents are strongly encouraged to notify the Site Coordinator if a student has a communicable or contagious illness. The EPIC staff must notify the other parents that their child has been exposed to an illness. A letter will be sent home in consultation with the nurse. A student should not return to the program until they are symptom free or have been on an antibiotic for 24 hours. If a student’s activities or diet needs to be modified or restricted due to the illness, the EPIC staff should be notified. 
 
If a student comes to EPIC not feeling well, the parent will be notified and the child will be sent home if he/she exhibits any of the following symptoms: 
 
1. Fever over 100° F 
2. Diarrhea or vomiting within the past 24 hours 
3. Persistent sore throat with fever 
4. Persistent upset stomach ache or headache 
5. Undetermined rash 
6. Red, itchy eyes with drainage 
7. Suspected head lice 
 
The student should be free of these symptoms, without suppressing medication, for 24 hours before returning to the EPIC Program. 
  	 
MEDICATIONS 
 
Administration of Prescription Medicines 
 
Prescription medication will be given only if the medication cannot be given at home because of the time it needs to be administered. Youth who need to receive prescription medication during the program, must have a doctor’s order on file with nursing staff. The doctor’s order must include the child’s name, date, time and dosage amount of medication to be administered and times/intervals that medication be administered. The medication must be in its original container from the pharmacy. 
 
A parent requesting the administering of prescription medication must sign a Medication Permission Slip specific to the EPIC Program. 
 
A log book will be kept noting when medication was administered and initialed by the staff member supervising the medication administration. All medications are to be left with the nurse, to be delivered to the afterschool program by an adult staff member. All medications will be stored in a secure place, accessed by appropriate staff members only. 
 
Over the Counter (OTC) Medications 
 
OTC medications will only be given in emergency situations. The medication permission section on the enrollment form must be completed giving permission for that particular OTC medication. 
 
ACCIDENTS/INJURIES 
 
Approved first aid supplies are at staff disposal at all times. A larger first aid kit is available in a designated location at each site.  
 
The general protocol for responding to a child’s injury is as follows: 
 
· Child’s immediate condition is assessed by the most qualified staff member on site. 
· Appropriate first aid measures are taken, administered within the capacity and training of the individual staff member. 
· Site Coordinator will assess degree of severity for next steps. If the injury is severe and requires further treatment: 
· A parent will be called, if a parent is not available, a message will be left and emergency contacts will be contacted. o The Executive Director will be contacted and apprised of the situation. 
· The child’s doctor will be called. 
· Emergency response unit 911 will be called. 
· The Site Coordinator will accompany the child to the nearest medical facility for assessment and treatment.  This permission to transport if necessary is a part of the enrollment application. 
· Site personnel will continue to attempt to contact a parent/guardian to update them on the situation 
· Site Coordinator will remain with the child until a parent/guardian arrives at the medical facility. 
· The Site Coordinator will follow-up with the family after the incident within 24 hours. 
· The Site Coordinator will complete the required accident/incident report.  The original report will be sent to the Executive Director and a copy will be placed in the child’s file at the site. 
· Head injuries – parent/caregiver will be notified at once if a child sustains a head injury.  Further steps will be taken, as stated above. 
 


Accident Prevention Protocols 
 
All EPIC onsite staff are CPR/AED/FA certified within 6 months of date of hire and must remain current with their certification. To prevent accidents, we: 
 
· Scan areas and keep premises clean and safe from potential hazards. 
· Keep chemicals and cleaning products in a safe place and out of the reach of youth. 
· Keep youth within view of a staff member at all times. 
· Do not allow students to use play equipment that has not been approved by the staff. 
· Use radios for communication among staff to ensure safety and supervision of students. 
 
SMOKING 
 
Smoking is prohibited on school grounds and where programs are taking place. 
 
EMERGENCY PROCEDURES 
 
EMERGENCY CLOSURE PLAN / PROCEDURES FOR WEATHER, ETC.   
 
Procedures are in place for all emergencies and we are prepared to deal with situations. Please avoid calling the site. Telephone lines will be needed for emergency communication.  Parents will be provided information through: 
 
· Radio stations: Catamount Radio: WSYB 1380, WZRT 97.1 (Z97), WJJR.98.1, WJEN 105.3 (Cat Country), and WDVT (Rock 94.5) 
· PEG-TV – Channels 15 & 20 during emergencies affecting the region.  ➢ The school notification system. 
Inclement weather can cause cancellation of school, early dismissal or cancellation of out-of-school activities (including EPIC). If this is the case, the school notification system will be activated. The enrollment form will activate the dismissal plan put into place by the family under these circumstances. It is very important that all information listed on the form (phone numbers and family plan) are current. 
 
Emergency Response Plan 
 
The EPIC Program’s philosophy is to keep your child(ren) safe at all times when he/she is in our care. The EPIC Program follows the procedures put in place at each of their host schools and update those procedures to include the afterschool hours. A copy of the Emergency Response Plan can be found at the sign in/out table of your child’s EPIC Program. Please feel free to review this information and ask any questions of the Site Coordinator. 
 
The EPIC Program relies on district wide safety and emergency procedures. This includes situations of an intruder in the building, bob threat, fire, etc. Each Site Coordinator will receive a copy of the plan(s), and training on how to implement an effective response to a range of incidents that may occur during afterschool hours. In turn, they will train the site team on how to respond to these incidents. Each site must maintain a Crisis Response Binder. This binder will always be available for staff to refer to during program at the parent table. 
 
Vermont Child Care Licensing requires each site to hold a monthly evacuation/fire drill. The Site Coordinator schedules these drills for practice with the site team and students; staff may or may not be made aware of when a drill will take place, as the goal is to execute a successful drill as if an event was actually happening. 
 
Reunification Plan 
 
In the event of an emergency where students are relocated or in lock down, parents will be notified of the location to pick up their child. Reunification will be coordinated by EPIC staff and emergency personnel. Parents will be reunited with the child as quickly as possible. Please bring identification with you to speed up the reunification process. Speak with the Site Coordinator for more information. 
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