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INTRODUCTION 

Welcome to the School Age Child Care Program (SACC) of the Community Art Center! We 

have prepared this manual to help you understand our policies and procedures, and to give you 

important information about our programs. 

The SACC Program is licensed by the Massachusetts Department of Early Education and 

Care, or EEC (Regulations available upon request).  Our program has written procedures and 

policies to ensure that the program is staffed by professionals, some of whom are also residents 

of Cambridge’s Area 4 neighborhood.  Using the arts as a catalyst for learning, we offer a 

curriculum that supports the educational, social, physical, and cultural development of each 

child. 

The SACC Program has a strong commitment to youth development.  We will be giving youth 

the tools they need to become productive and healthy adults.  Our programs are safe, affordable, 

supportive, clean, comfortable, and diverse. 

The SACC Program at the Art Center, is located at 119 Windsor Street in Cambridge, it is a 

full-year program for 78 children which opened in 1932.  Our staff members are experienced 

artists and qualified childcare workers who care deeply about children.  They are available to 

answer any questions you have.  We encourage and invite parents to participate in any number 

of ways.  We have seasonal program celebrations and offer parent conferences at the end of the 

school year.  You can also visit the program to observe and request meetings with the staff. 

 

Your child’s well-being is our number one priority.  We will do 

everything we can to make your experience with the Community Art 

Center a pleasant one. 

 

Please call either of us at (617) 868-7100 if you have any 

questions. 

 

Sincerely, 

 

Eryn Johnson 

Executive Director 

 

Justina Crawford 

Director of Programs 

 

 

MISSION STATEMENT 
 

The Community Art Center’s mission is to cultivate an engaged community of youth whose 

powerful artistic voices transform their lives, their neighborhoods and their worlds. 
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STATEMENT OF NON-DISCRIMINATION 
The Community Art Center’s SACC Program does not discriminate on the basis of race, sex, 

color, age, creed, national origin, disability, religion, sexual orientation, cultural orientation, 

marital status, cultural heritage, political beliefs or veteran status in its employment practices or 

its delivery of services to children/families.  The Community Art Center’s SACC Program 

promotes a workplace and child care services free of discrimination and harassment. Toilet 

training is not an eligibility requirement for student enrollment. 

 

CHARACTERISTICS OF CHILDREN SERVED 
All children enrolled in the program are ages 5 -12.  The children are primarily 

residents of the Area IV neighborhood and are therefore a diverse population.  The 

majority (94%) of our families is low-income working families, and the remaining 

(6%) are of moderate income.  Students who may not be community residents also 

attend our programs.  We accept children from homeless shelters as well as children 

with specific special needs.  Our staff receives training and participates throughout the year in 

workshops around special needs. 

 

STATEMENT OF PURPOSE  
The Community Art Center, Inc., operates the SACC program.  This program is licensed by the 

Massachusetts Department of Early Education and Care (EEC). All EEC regulations and policies 

are fully enforced.  The overall goal of the SACC Program is to provide an enriching 

environment for children ages 5-12 years during the out of school time in order for parents to 

continue working or attend training programs. 

Specific objectives to achieve this goal are: 

1. Provide children with a variety of activities that encourage educational, cultural, 

emotional, and social development.  See Program Plan for curriculum activities. 

2. Provide qualified personnel who are sensitive to the needs of children and who are 

positive role models and meet EEC qualifications. 

3. Develop internal policies and procedures to ensure safety, order, and good 

communication. 

4. Communicate frequently with parents through orientations, monthly meetings and parent 

teacher conferences in order to facilitate parent input/feedback. 

 

PROGRAM PLAN AND ACTIVITIES 
The Center’s School-Age Child Care Program serves children, ages 5-12, with a comprehensive 

year-round program that includes after-school programs Monday-Friday from 2:00-6:00pm and 

full day programs (8:00am - 6:00pm) during school vacations and throughout the summer.  Our 

unique approach to integrating the arts and social services offers children the opportunity to 

learn, grow and achieve their full potential.   

The Community Art Center, Inc. has a license capacity for 78 children.  EEC currently 

reimburses for 21 slots, which are made available to low-income families.  The remaining slots 

are open to all families, including those who are eligible for alternative reimbursement.  For 

example, vouchers are made available through the Child Care Resource Center and middle-

income scholarships through the CAC.  Families contribute on a sliding-fee scale based on 
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income and family size.  With parental support, EEC reimbursement, alternative reimbursement 

and additional funding from foundations, we are able to employ six teachers and provide services 

at our full capacity for 78 children.  Breakfast snack, lunch, afternoon snack, and dinner are 

provided throughout the year according to our hours of operation.   

 

HOMEWORK FIRST! 

The Community Art Center’s SACC program believes that when children spend time on 

meaningful homework assignments, they are more likely to achieve academic success.  

Homework builds on schoolwork and encourages the development of self-discipline and 

personal responsibility.  It is also an important means of promoting cooperation 

between after school programs, schools and parents. 

The teachers are responsible for providing the environment for children to do 

their homework during homework time.  Each week, children can sign up for up 

to three additional homework time sessions, offered during class time.  We do 

not guarantee that all assignments will be completed daily, only that we will provide time and 

assistance. 

 

THE ACTIVITIES 

The goals and outcomes for the SACC Program are based on the needs and interests of the 

children.  Each child at CAC is engaged in a hands-on, arts-based curriculum.  Grouping for 

classes varies according to age group, gender and individual interests.  Presently, we offer 4 arts 

disciplines each taught by a professional artist/educator.  They are the Visual Arts, Performing 

Arts, Media Arts and Dance.  Throughout the day children engage in constructive play and have 

opportunities to select what they want to do from a sufficient though not overwhelming number 

of choices.  Our activities include indoor and outdoor time, noisy and quiet times that are staff-

initiated and child-initiated.  In addition, children have the opportunity to develop literacy skills 

as well as gross motor skills (sports, fitness and recreation).  The SACC Program is flexible 

about changing activities when the children seem to need to do so.  Group times each day are 

during tribe or class time.   

 

Visual Arts 

The goal of the visual arts program is to provide the tools for children to use their imaginations 

to create their own pictures, sculpture, drawings and other projects designed by the visual arts 

teacher.  The visual arts are taught in a setting that strongly values creativity.  Children are 

offered opportunities to work with a variety of materials and are exposed to art through field trips 

and demonstrations.  All teaching techniques utilized here at the Art Center stress learning how 

to work together, cooperate with others and communicate ideas, thoughts and feelings.  Children 

work within a wide variety of mediums including painting, drawing, sculpture and mixed media 

and work creatively both individually and in groups.  It is our hope that when the children see 

their work displayed they are proud of the creative choices they have made and can celebrate 

their individuality as artists. 

 

Performing Arts 

Our performing arts curriculum currently focuses on drama and movement.  It has culminated 

with original performances at our Family Nights at the end of each semester.  The overall goal of 

this program is to provide children with the opportunities for gaining a strong sense of self-
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esteem through improvisation, theater games, plays and folk tales both traditional and original.  

Children are encouraged to express their own thoughts and feelings.  Children develop reading 

and analytical skills to learn to work together cooperatively as well as to gain an individual and 

collective ability to concentrate on creating a unique project.  Exploration of folk tales provides 

rich material for gaining a broad understanding of gender and cultural differences and 

similarities including belief systems, dress, food, customs, and rituals. 

 

Media Arts 

The goal of the media arts program is to provide children with the tools to comprehend, interpret, 

and critically analyze the wide range of media images and technology tools in their lives.  

Classes focus on offering opportunities for gaining basic media literacy skills and understanding 

the roles involved in producing video, photography and graphic design.  Students will be 

exposed to the digital arts through projects using the following software/programs (among 

others): Garage Band, Photoshop, iMovie and Sketch-up.  Many of the students who participate 

in the Media Arts program graduate into the Community Art Center’s Teen Media Program.   

 

Dance 

The goal of our Dance program is to introduce children to various forms of dance including Hip 

Hop, Step, Latin, Ballet and African dance. Dance classes feature original choreography created 

by our dance teacher and by students and culminate in a performance at our seasonal Family 

Nights. 

 

CLASS STRUCTURE 
Currently classes are arranged so that each week, the children will have the opportunity to enroll 

in Choice Classes - a variety of arts activities offered by Art Center teachers and Visiting Artists 

– or Focus Classes – discipline specific classes running twice a week throughout the semester 

that culminate in a final project featured at seasonal Family Nights.  Tribe is held once a week 

and involves same-age groups of students in a project based learning framework. 

It is our goal to schedule classes in advance so that children and parents can talk about the 

options together.  It is the responsibility of the Tribe Leaders/Teachers to explain the class 

options and procedures to the children in their tribe.  This is best accomplished during the arrival 

and/or Tribe gatherings each day. 

 

 

 

PROGRAM SCHEDULE 
HOURS 

The Community Art Center, Inc School-Age Child Care Program is open: 

 School Days    2:00-6:00pm 

 Early Release Days   12:00-6:00pm 

 Holidays (see list)   8:00-6:00 

 School Vacations    8:00-6:00 

 (Including summer) 
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DAILY SCHEDULE 

School Day Schedule: 

 2:00-3:00pm  Variety Time and PM Snack 

            3:00-4:00pm  Homework Time  

 4:00-4:15 pm  Tribal Council 

 4:15 -5:30pm  Class 

 5:30-6:00pm  Dinner/Dismissal 

  

Tentative Holiday/Vacation Schedule 

 8:00-9:45am  Variety Time and AM Snack 

 9:45-10:00am  Tribal Council  

 10:00-12:00pm Class 

 12:00-12:30 pm Lunch 

 12:30 -1:30pm  Recess 

 1:30-5:30pm  Field Trip or Class 

 5:30 -6:00pm  Dinner/Dismissal 

 

ANNUAL SCHEDULE 

The Art Center is open throughout the year.  We correspond with the Cambridge Public School 

Department calendar and use it as our framework.  When school begins in September, we are 

open after school, half days and full days during school vacations and most snow days (see 

attached school calendar).  The afterschool programs runs to the end of June and the summer 

program commences thereafter.  The Art Center is open on some selected holidays and closed on 

certain days for professional development.   

 

FOOD PROGRAM          
Snack and dinner is served each school day.  Morning snack, lunch and dinner are served on full 

days during holidays and vacations.  Snack is made available to children for a period of at least 

one hour.  Lunch and dinner are eaten in a group setting for a period of 30 minutes.  Meals are 

nutritionally balanced and prepared by the cook in the fully equipped Art Center kitchen.  

Parents should provide a bag lunch if children have a dietary, religious or medical reason for not 

eating program meals.  Our food program is funded by the Department of Education.  School 

Age Managers maintain a list identifying allergies and other medical conditions for currently 

enrolled children. 
 

SEVERE WEATHER POLICY 
If a storm intensifies during program time, every effort will be made to contact parents to 

pick up their children. 

❖ On rare occasions, sever weather conditions such as thunder & lightning, tornado-like 

winds, hurricane, blizzard, or flood, may cause the program to close or change its schedule. 

❖ The Program will most likely close when there is a declared state of 

emergency by the Department of Public works, Mayor or Governor or if 

water conditions are hazardous to the health and safety of the children, parents, 

and staff.  Always call the program before bringing your child to the center.  

If there is no answer, it is obvious that staff has not arrived at the Program. 
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❖ The Program staff members are not meteorologists and can not predict what the weather 

will do.  The most helpful thing we can do is listening to updated weather reports, just as the 

parents/guardians should do.  It is best for parents to make the assumption that the program will 

close early on days with severe weather conditions. 

❖ We will make every effort to be open during inclement weather because we realize that 

parents may still have to work.  Nevertheless, we cannot take risks with your children or our 

staff; safety considerations will always prevail. 

 

 

ADMINISTRATIVE ORGANIZATION  
The Community Art Center’s chief administrator is the Executive Director, who reports to a 12-

member Board of Directors.  Some members of the Board are community residents.  We also 

encourage parents of children enrolled in the After School Programs to become members. 

School Age Program Managers are responsible for curriculum development and program 

management.  They report directly to the Director of Programs. School Age Program Managers 

work together to support day to day operations of the program including space cleanliness, meals 

and transportation. They also coordinate all student mental health services, referrals, parent 

communication and supports teachers with student behavior response as needed. They report 

directly to the Director of Programs who reports to the Executive Director. The Tribe 

Leaders/Teachers for each group report to the School Age Program Managers. The Volunteers 

and Interns are supervised by the Program Managers and placed to work with a Group 

Leader/Teacher in their respective groups.  The SACC Program also employs a Family 

Advocate, Chef, and  Van Driver. 

 

 

ELIGIBILITY 

A child is eligible if she/he… 

 …has an interest in art 

 …is between 5 (must be eligible for 1st grade next year) and 12 years of age 

…needs after school care 

 …can handle being away from home all day 

…is mature enough to understand and follow the CAC Code of Conduct and individual 

    group “Tribal Agreements” 

  

 

ENROLLMENT PROCEDURE 

If you wish to enroll your child in the Art Center, please call or come in to schedule an intake 

appointment with one of the School Age Program Managers. Intake appointments will only be 

set up if there are openings in the program.  If there are no openings, eligible children will be 

placed on a waitlist.  Depending on the needs and income of the family, parents will be 

responsible for a portion of the child care fees.  Families are welcome and encouraged to come 

by and receive a Parent Handbook and visit the program during regular business hours. 
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FAMILIES 

Our parents/guardians are an important asset to our program.  

Parents/guardians are encouraged to visit the programs and meet staff before 

they enroll their child(ren).  Once enrolled, we encourage parents/guardians to 

have frequent contact with Teachers, Administration, and other appropriate 

staff.  We look forward to sharing ideas and expressing concerns.  We 

encourage you to visit any time and also to sit in and observe activities. 

 

COST, FEES AND PAYMENT 
Fees are an important part of the Community Art Center’s budget.  The Community Art Center 

charges a daily fee for every child’s attendance.  When a child is enrolled and the Community 

Art Center has openings we will determine if the family is able to receive assistance from the 

Massachusetts Department of Early Education and Care (EEC) for the daily fee.  The amount of 

assistance is determined using a sliding fee scale according to your income and the number of 

people in your household.  We must receive proof income at the time of enrollment and each 

time your income changes.  The EEC also requires birth certificates, proof of residence, picture 

I.D. and social security numbers.  In order to qualify families must have a service need.  (i.e. 

working full-time, training, school) Note:  If you have a voucher for your child, your fee is 

determined by the Child Care Resource Center.  If you have a scholarship your fee may increase 

during full day vacation weeks.  Once your child is enrolled, she/he has the slot until your child 

is terminated by you or the Community Art Center, Inc. 

● Full day 6 hours or more is $40.39 and half day 5 hours or less is $21.66 is charged every 

2 weeks. Because we receive subsidies from foundations, government, and the business sector, 

we are able to offer families EEC slots and other reduced fees, depending on availability of 

funds.  Scholarships are based on a sliding scale.  At the time of enrollment the families will be 

told how much their fee will be. 

● Parents must pay for the two weeks of the SACC Program when you enroll your child in 

order to save a space.  Payments can be made by check, money order, or card.  We will accept 

alternative payment plans as approved by the Executive Director.   

● If a payment is two weeks overdue the family will be notified verbally by phone. If a 

payment is four weeks late a letter of Action/Notice of Termination will be sent home.  If the 

family has not followed through with his/her payment plan, a child may be terminated from the 

program. 

● Fees are not reduced for days missed.  There is no reduction in fees for sickness, absence, 

vacations, suspensions, or holidays.  This is standard in all childcare programs.   

● Additional fees may be charged during the summer and vacation weeks for field trips. 

● Child Care Vouchers are accepted.  We encourage families to apply at Child Care 

Resource Center of Cambridge (617) 547-1063.  Vouchers can pay a portion or your entire 

childcare fees. 

● Parents will be billed 2 weeks in advance every 2 weeks. Bills are distributed through 

email and snail mail. 

● Parents who miss 2 payments in a row are given a written warning informing them that 

their payments are late. 

 

● If no payment is made and no payment plan has been established with the Center, the 

family will be suspended from the program. 
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● Following the suspension, the family will have an additional 2 weeks to seek 

reinstatement in the program before the family’s slot is lost. (This will again require payment in 

full or the establishment of a payment plan, as set forth above). 

● Parents whose balance due reaches $250 will be contacted and have 2 weeks to sign a 

payment plan to address the money owed wherein they pay their monthly fee and a portion 

towards their back bill. They must pay down their balance due in one year. 

● Parents on a payment plan will have their child expelled if they miss more than two 

payments in a row. They will meet with the Administrative Assistant after six months on the 

payment plan to review their plan and make sure they are able to pay off the balance due in the 

time agreed. 

● Parents with a balance due of over $250 (accumulated before this policy was put 

into place) must be on a payment plan. They must bring their bill down to a balance of 

$150 in one year and to $0 in one and a half years. 

● Parents whose children are expelled or leave the program are responsible for the 

balance due after the child has left the program. If the balance due is not addressed, the 

Community Art Center will inform the Department of Early Education and Care and also 

engage a collection agency to help collect any money owed. 

● Students cannot be admitted to either the fall or summer program unless they are paid up 

or up-to-date in payments if they are under a payment plan. 

●  If you choose to terminate your placement, you are required to give CAC a two (2) week 

notice.  If not you will be responsible for the two (2) week billing period after your child has left 

program. 

● Any exceptions to this policy must be approved by the Executive Director and by a 

majority vote of the Finance Committee. 

 

● Note: If you choose to terminate, you are required to give CAC a two (2) week notice. 

If not, you will be responsible for the two (2) week billing period after your child(ren) has left 

the program. 

 

 

CHILDREN’S FILES 

Each child has an individual file which includes all of the initial intake forms as well as others 

pertaining to the child’s progress here at the Art Center.  Most forms such as the Community 

Art Center Application, Release of Information, and CAC Food Program must be updated 

every year.  Each of the files contains a copy of all Discipline Referrals and Illness/Injury (Ouch) 

Forms filled out during the child’s enrollment at the CAC.  All files will be maintained for 5 

years after the child’s graduation or departure.  Children’s files are confidential.  The child’s 

parent(s) will have, upon request, access to their child’s record at reasonable times. In no event 

will such access be delayed more than two business days. No information will be released or 

discussed outside of the Art Center without parental consent.  If a record is released or duplicated 

to someone who is not a program employee (with parental consent) a log will be maintained with 

the following information: name, signature, position of the person releasing, date and the portion 

of the record that was released and the purpose of the release. 
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TRIBAL RHYTHMS 
The Community Art Center, Inc. believes it is vital for young children to develop habits of 

discipline and governance.  For the past 15 years, the SACC has collaborated with the Cooperative 

Artists Institute and its initiative, Tribal Rhythms, based on “Creating the Village,” as Curriculum 

Guide for Building Community with Children.  The curriculum gives an agency the tools to create 

a “micro-society” in which children learn by doing and thrive both socially and academically.  

When the children first arrive at the Art Center they have time allotted for homework and free play 

activities such as board games and sports.  They then meet weekly for 15 minutes for Tribal 

Council.  Various tribal rituals are used for organizing and conducting meetings that deal with 

tribal news and business.  The meeting structure is designed to encourage the children’s 

understanding of the elements of democratic process. Children meet weekly with their age-specific 

Tribes during class time to do projects focused on group building and individual goal setting. 

 

TRIBAL AGREEMENTS 

Each Tribe Leader is not only responsible for informing children of general Program Rules and 

Code of Conduct, but also establishing a forum for the voices of 

children to be heard and within which they can decide on Tribal 

Agreements, or guidelines for the ways children should behave in their 

groups and as members of this community.  These agreements will not 

contradict the Program Rules, but rather, enforce it in a way that 

promotes personal and social development for each child.  All staff members must teach and 

practice the Code of Conduct in a consistent way.  All children are encouraged to help each other 

respect the “Tribal Agreements.”   

 

CODE OF CONDUCT 

 
At the beginning of each year, children contribute to the discussion of how we can uphold our 

Community Agreements.  We expect all of our youth to know and follow these agreements: 

Community Agreements 

 

Be Caring and Respectful To Others 

∙ Treat others like they are your friends, and like you would like to be treated. 

∙ Encourage and support each other. 

∙ Be kind and include others. 

∙ Listen to what others have to say without interrupting or using disrespectful language. 

∙ Respect each other’s personal space. 

 

Be Good to Yourself 

∙ Have self respect. 

∙ Take time out if you need it. 

∙ Use your words to say what you need. 

∙ Share your ideas. 

∙ Practice self-control. 
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Be a Caretaker of Our Space and Materials 

∙ Treat the Art Center as if it was your home. 

∙ Work Together to clean up the space. 

∙ Be gentle with materials and use things as they are meant to be used. 
 

Note: Children are not allowed to bring toys, money, food or candy to the Art Center unless 

prior arrangements have been made with the program staff.  From experience, we have found 

that these items are more often the cause of distraction and arguments rather than contributing to 

the positive environment of the Art Center.   

*Our foremost goal is to ensure the safety of all children.  In order to ensure safety, rules are 

posted, discussed and repeated frequently with the children.  We expect children to abide by 

these rules. If a child is in any way being hurt or threatened physically or verbally by another 

child, the child should immediately tell a staff person.  

 

OFFENSES  

Level 1: Less serious offenses include but are not limited to: Name calling, teasing, swearing, 

bullying, play fighting, tantrums, refusing instruction, and shouting, disruptions, not listening, 

leaving the classroom without permission, and being disrespectful to any person. 

 

Level 2: More serious offenses include but are not limited to:  Physical violence (fighting, 

hitting, pushing), biting, spitting, and leaving the building or outdoor site without permission 

from the parent/guardian or knowledge of staff. 

 

Level 3: Most serious offenses include but are not limited to:  threats to physical violence, 

intentional infliction of harm, suspicion of abuse or sexual offense or harassment, weapon 

possession (including knife, gun, instrument that can be used to harm a person), carrying or 

being under the influence of drugs or alcohol, threatening to kill another child, aggressive 

intentional behavior towards another child or person that results in serious injury of that 

individual. 

*School Age Program Managers and other appropriate staff are responsible for determining 

into which category each offense falls. 

 

RESPONSE AND CONSEQUENCES 

PHASE 1 

Orientation: All Staff must provide each child with a proper orientation to the Behavior 

Management Protocol and the Community Agreements. The agreements will be posted in each 

classroom. 

Reminders: For a period to be determined, children who are learning the agreements will be 

given reminders. 

Note: Any time there is a concern regarding a child’s behavior, the child’s parent/guardian 

may meet with the child and SACC Program Director to develop a behavior plan to 

support the child if they are having difficulty complying with the Community Agreements. 

 

PHASE 2 
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Reflection: When staff recognize that a child is having difficulty controlling their behavior, 

a child will be offered a non-disciplinary break to help the child regain control of their 

behavior. When a child violates a community agreement, they can be given a break  apart from 

other children to reflect on their behavior and how it affects them and others.  In a break, a child 

is given a place to sit in a supervised area away from the group for no more than one minute for 

every year of his/her age. Our policy maintains that a child will be put on a break if he/she 

initiates the offense and also if he/she responds with an offense.  Thus, it does not matter if the 

child did not start it; both children will be given a break if the rules are violated.  A child may 

also be asked to write or draw about his/her actions.  

 

Discussion: Staff will have a discussion with the child about the incident, remind him/her about 

the agreements, and ask him/her to rejoin the group in an effort to help the child be more 

productive members of the Art Center Community.   

Mediation: If there has been a Community Agreement violation that affects 

two or more children, staff members or trained peers will provide mediation 

among the participating children.  A Behavior Management Plan may be 

initiated. 

Council: Tribal Council may be called with a smaller group or with all children in the center to 

discuss behavior that is negatively impacting the CAC and how we as a community can move in 

a positive direction. 

 

PHASE 3 

Child Discipline Write Up:  If staff and children have gone through Phases 1 & 2 and violation 

of any agreement continues, witnessing staff members are required to complete a “Write Up”.  

The original form is supplied in the child’s file and two copies will be sent home, one is for you 

to keep and the other is for you to review with your child, sign, and return. At this time, an 

individualized Behavior Management Plan will be developed based on a child’s strengths to 

support the child in reaching their behavioral and artistic goals. 

Privileges revoked: If his/her behavior threatens the enjoyment and/or safety of the group, a 

child may be denied privileges such as time in the computer lab, special activities or field trips.   

Parent Call: At this point the parent must also be called.  The parent will be asked to assist us 

(over the phone, then in person) with strategies that can be supported both at home and at the Art 

Center.  This call will also serve as a warning, so that if the behavior continues, the parent is 

aware that the child may be suspended.   

Director, Staff, Colleagues, and Consultants: It is essential that the Director, Managers, and 

staff in general are made aware of and called upon to assist with the particular issue.  In addition, 

staff will be expected to bring the case to any consultants that are working with the families 

and/or our Youth Advocate.   

● If a child earns 3 disciplinary write ups in one semester, the child will be suspended. 

 

PHASE 4 

Suspension:  

 ∙  A child will be suspended immediately for one day due to dangerous/harmful behavior 

upon the first incident. If the child’s behavior happens again they will be suspended 

immediately for 3 days due to dangerous/harmful behavior upon the second incident. 



14 

 
 

 ∙ Upon the 1st suspension, a behavior plan will be developed to support the child. 

 ∙ Upon the 2nd suspension, the behavior plan will be reviewed and updated to better support the 

youth. This requires the parent/guardian to come in for the child to be accepted back into the 

program. 

      ∙  Suspension lengths may be changed depending upon the severity and frequency of 

harmful behavior. The amount of suspension days is up to the discretion of the Director 

of the School Age Child Care (SACC) Program. 
If after working thoroughly within the group, with Art Center staff, consultants, and with the 

family; the child continues to have problems being a productive member of the community, a 

one to three day suspension will be recommended at the discretion of the Director of Programs.  

The suspension can only happen after a conversation with the parent and completed 

documentation will be given within 24 hours of incident.  The parent will be told of the 

suspension on the same day as the incident, and may be called to pick up the child early.  The 

child may be suspended until the parent, School Age Managers, and appropriate staff members 

are able to meet to discuss the issue.  At this meeting a specialized behavior management plan 

may be written up for your child. The length of the suspension can be reviewed and a return date 

will be specified.  School Age Managers may initiate a referral for services at this time.  *On the 

third suspension, a child may be terminated from the program. 

 

PHASE 5 

Expulsion: Only after Phases 1-4 have fully been utilized, the School Age Managers can suggest 

that a child be expelled from the program.  The decision to terminate a child will be made by the 

Director of Programs.  Expulsion will be recommended if the child shows little or no effort to 

become a productive member of the Art Center community and we have worked with the family 

to identify any special needs the child may have.  A meeting will be called to discuss the staff 

recommendations and allow parents to voice their concerns.  The staff will advise parents of 

referral agencies at this time. Level 3 offenses will result in immediate expulsion.    

Other reasons for Discontinued Services: 

1) Non payment of fees (see payment policy) 

2) If a parent does not follow through with a referral made by a program staff concerning a 

critical need (example: health care, counseling, education), or does not seek a comparable, 

alternative service. 

Parental Rights: Parents who do not agree with the actions of the School Age Managers and 

Director of Programs may request a meeting with the Executive Director of the Community Art 

Center.  If a parent is not satisfied with the Executive Director’s decision, they may request a 

hearing before the Board of Directors.  At any time, a parent may also notify the state 

Department of Early Education and Care if they believe the CAC to be out of compliance with 

regulations. 

 

*VIOLENCE AND NO RESPONSE 

In the event of Violence (hurting themselves, another child or a staff/volunteer person) or No 

Response (running away, leaving the group or space you are working in and/or not responding at 

all in a context that is safe), Phases 1-3 are skipped and a suspension is assigned. 

Emergency Parent Notification: The child will be separated from the other children, and staff 

will immediately discuss the incident.  The parent will be called at home or work.  If they are not 

available the emergency contact(s) will be called.  We require an immediate pick-up of the 
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child, which is non-negotiable.  The child can be brought to the parent or emergency contact 

person, by a teacher.  At the discretion of the School Age Program Managers, the child may 

remain at the Art Center  

Expulsion: If the behavior continues or occurs again when a child returns from a suspension, an 

immediate termination can be recommended.   

 

If the child is in danger of hurting his/herself or others, the Tribe Leaders will remove the child 

from the situation.  For example, the teacher may take the child by the hand and lead him/her out 

of the activity area and bring him/her to the Program Managers’ office.  If the child does not 

respond to this action, the Teacher will bring all the children to another staffed activity area 

while they get the Managers for assistance if necessary. In accordance with EEC licensing 

standards, physical restraint will not be used as a means of controlling a child or in response to a 

child’s behavior. However, if a teacher determines that a child is about to harm himself or 

another, the teacher may, for safety reasons, supportively hold a child to avert a child’s imminent 

self-injury or injury to others, when the child is willing and able to be held. The manner and form 

of the supportive hold will be as gentle as possible and as least restrictive to the child as possible.  

If the child continues to threaten their own safety and/or the safety of others, staff will call 911 

to ensure the youth’s and community’s safety. The teachers will contact the youth’s 

parent/guardian after calling 911 and monitor the child until parent/or guardian or police arrive. 

 

Parent Policy 
As part of our success in delivering quality arts education for your child.  We worked hard to 

maintain a positive and safe environment for our youth and teacher.  In doing so we expect 

parents to support and adhere to the same behaviors that we expect of our youth.  In the event 

that you have a concern regarding your child or Community Art Center (CAC) Teachers the 

following steps need to be taken. 

1.  Contact Program Managers (PM) 

a. Set up an appointment to meet with the PM. 

2.  Contact the Director of Programs (DP) 

a. Set up an appointment to meet with the DP 

3. Contact the Executive Director (ED) 

a. Set up an appointment to meet with the ED 

Please be advised that if any inappropriate and/or threatening tone or language is used in 

communicating with any CAC Teacher, your child’s placement at the Community Art Center 

will be terminated and the police will be notified. 

Additionally, any inappropriate language tone, or actions within the Art Center will not be 

tolerated and the above policy will be implemented. 

 

 

 

 

REFERRAL POLICY  

The families and children served by the Community Art Center are from a variety of 

backgrounds and with diverse needs including but not limited to physical and mental disabilities, 
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social /emotional disorders and other medical conditions.  Many of these special needs are 

identified upon enrollment by parents/guardians or involved agencies.  Art Center teachers are 

prepared to make accommodations based on the recommendations of family members and 

clinical workers.  However, it is often the case that social/emotional needs are undiagnosed prior 

to enrollment in the after school program.  If a staff member becomes aware of unusual 

behaviors (i.e., repetitive disruptive activity, particularly quiet or withdrawn) through 

observation or third party reports, he/she should refer that child to the Family Advocate 

employed by the Community Art Center.  This referral should be documented, reported at the 

School Age staff meeting each week, and submitted to the Family Advocate for individual or 

small group intervention.   

We will never make a direct contact for additional services without advance parental notice, 

except in the case of notifying the Dept. of Social Services.  Children who need a social, mental 

health, medical (including but not limited to dental checkup, vision and hearing screening) or 

educational service shall be referred to such services in the following manner: 

 

Parent-Initiated Referrals: 

1. If a parent/guardian feels that the child is in need of additional social, educational, health, 

or other services, School Age Program Managers can, upon request, readily advise the 

parent/guardian of the options available and help make the referral to the appropriate service. 

Staff-initiated Referrals: 

2. If a staff person feels that a child has a certain need, which requires referral, that person 

presents this concern to the School Age Program Managers.  The Family Advocate will review 

all materials in the child’s file (which may include observations, incident and accident reports, 

parent/guardian and doctor notes), and behavioral reports. 

 

School Age Program Managers will then meet with the parent to express concern.  School Age 

Program Managers will at this time identify referral resources for the parent/guardian and contact 

person and assist in attaining those services.  This information will be given to the parent in 

writing and will also include the reason for referral.  Documentation of any referral is kept in the 

child’s file, indicating the date service needed, referral agency, the person making the referral, 

parent/guardian signature approving of referral, and follow up (telephoning the family, or referral 

agency, going with the family to the provider of the services).  *Note:  Staff will make every 

effort to refer children to services at any time they suspect the child needs additional 

services, not only when disciplinary actions have been taken. 

In case of educational referrals, parents are informed of their rights within Cambridge Public 

schools, to have their child evaluated, especially regarding Chapter 766 programming and CORE 

evaluations.  School Age Program Managers will assist the parent in making initial contact with 

the School Dept.  If a staff member feels that a parent’s refusal to follow through with referrals 

constitutes abuse or neglect of the child, the staff will follow the abuse and neglect policy 

outlined in this manual. 

 

Organizations, which provide services: 

▪ “Margaret Fuller House” for the food pantry. 

▪ “Windsor Street Health Center” for all primary health care and social services. 

▪ “Riverside Community Care” (formerly the Guidance Center) special needs after 

school program. 
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▪ “Housing Authority” for emergency housing. 

▪ “Cambridge School Department” Educational services 

▪ “Department of Children and Family Services” for counseling for early intervention. 

▪ “Concilio Hispano De Cambridge” for Social Services for Latinos. 

 
 

 

TRANSPORTATION POLICY 

ARRIVAL 

▪ If a child is coming from a Cambridge Public School, the parents should make 

arrangements with the school for the child to take the bus directly from school to the Art Center.  

As a courtesy, there will be a CAC staff member outside to greet children and escort him/her into 

the building.  However, the CAC is not officially responsible for children until they have signed 

into the program. 

▪ Art Center staff may pick up those children not taking a bus from the 

public schools. 

▪ If a child attends a private school, or one outside the city of 

Cambridge, parents must make arrangements to bring children here after school and by 9:30am 

at the latest on full days. 

▪ Upon arrival, every child must sign in by writing the time on the Weekly Sign-in form.  

DEPARTURE 

▪ On their application to the Art Center, please designate how you would like your child to 

arrive and leave the program.  Children are not, under any circumstances, to leave the program 

alone without written parental consent or in the care of someone other than who is designated by 

the parent/guardian.   

▪ If you are picking up your child, you must arrive by 6:00pm.  There is a late charge of 

$1.00 per minute if parents arrive after 6:05 pm to pick up their child.   

▪ For those children living in the immediate Art Center neighborhood, a staff member will 

escort them home. 

▪ The Art Center van is used for the transportation of children enrolled through the 

Department of Children and Family Services (DCF).  Exceptions will be made on a case-by-case 

basis and only with the completion of a Transportation Agreement.  An additional fee may be 

charged. 

▪ If there will be ANY changes in your child’s attendance at the Art Center (absence, 

leaving early, withdrawal, etc.), please call ahead to inform us.   

 

*Each Tribe Leader is accountable and responsible for the safe arrival and departure of every 

child in his/her tribe.  If there are any questions regarding a child’s transportation, please 

contact the School Age Program Managers. 
 

 

HEALTH CARE POLICY  
The Community Art Center is located at 119 Windsor Street, Cambridge, MA, 02139, our 

phone number is (617) 868-7100. To find our site, enter through the Windsor Community 
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Center entrance off the parking lot, go up the stairs, and follow the hallway to the back left 

corner of the building. 

The CAC Health Care Consultant is Robert Meyer, MD, Pediatrician at the Windsor Street 

Health Center, 119 Windsor Street, Cambridge. His phone number is (617) 665-3646. The 

Health Care Consultant is available to the program for consultation, approves the program health 

care plan and approves first aid training and training in medication administration for staff. The 

Health Center will assist families with referrals and follow-up services.  The staff is multi-lingual 

and multi-cultural. 

 

Emergency Telephone Numbers 

Fire Department   9-1-1 

Police Department  9-1-1 

Rescue/Ambulance  9-1-1   

Poison Control Center (617) 232-2120 

Cambridge Hospital (nearest emergency facility) 

    1493 Cambridge St. 

    Cambridge, MA 02139   

 

Illnesses and Injuries 

In case of an emergency or very serious illness or injury (such as a broken bone, a cut that 

requires stitches, or a head injury or loss of consciousness) that occurs at the program site or on a 

field trip, the Tribe Leader will call 911, and then call the parent/guardian and Health Care 

Consultant.  The appropriate staff member, Tribe Leader or the School Age Program Managers 

will wait with the child until an ambulance arrives and will administer standard First Aid.  The 

Tribe Leader or Managers will accompany the child in the ambulance if the parent has not 

arrived by the time the ambulance leaves.  The child’s file will also be taken to the hospital.  

Emergencies will be transported to the Cambridge Hospital or nearest medical facility.  The 

Tribe Leader, or the School Age Program Managers will remain with the child at the hospital 

until a parent or designee arrives.  A full Injury/Illness/Incident Report will be written within 24 

hours.  Under no circumstances will a child be left alone at the hospital, Health Center, or any 

other treatment center.   

 

Any child who complains of illness or appears ill shall rest in the staff office or a quiet 

space at the off site area. The Head Teacher/Tribe Leader will inform the School Age Program, 

who in turn will call the child’s parent/guardian (or emergency contact person if the 

parent/guardian cannot be reached). If the child is exhibiting mild symptoms such as a light 

headache, fatigue or mild stomach discomfort, the child may remain in care. If the child has 

more severe symptoms such as more painful headaches, severe stomach discomfort, or 

dizziness, the parent will be asked to pick the child up as soon as possible from the program in 

order to make the child comfortable in his/her home, or in order to secure proper medical 

treatment.   

 

In case of serious illness or injury (such as a fever over 101 degrees, repeated vomiting, a 

spreading rash, or severe nosebleed) School Age Program Managers will consult the Health Care 

Consultant and request that the child be seen.  The Managers will then inform the parent that the 

child is ill or injured and being seen at the Health Center.  Staff will accompany the child to the 
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Health Center, bring the child’s file, and wait with him/her until a parent has arrived or until the 

visit is completed.  When a group is off site on a field trip the child will be taken to the nearest 

medical facility.  If the parent has not arrived by the end of the medical visit, the staff and child 

will return to the program. 

 

CHILDREN SHOULD BE KEPT AT HOME IF HE/SHE IS NOT FEELING WELL.  If a 

child has ringworm, conjunctivitis (pink eye) or any other contagious ailment, parents will be 

required to bring or send in a doctor’s not stating that he/she is free of any contagious illness 

before he/she is allowed to attend the Program. 

 

*Note: In case of serious injury, hospitalization, or death of a child, the Program 

Administrator will notify the Department of Early Education and Care within 24 hours by 

telephone and within 48 hours in writing. 

 

First Aid Kit 

A main First Aid Kit (containing but not limited to adhesive tape, bandaids, gauze pads, gauze 

roller bandages, disposable non-latex gloves, CPR mouthguard, instant cold packs, scissors, 

tweezers, and thermometer) is located in the staff office.  Additional First Aid kits will be kept in 

the Staff Office and Gym, and maintained by the Tribe Leaders.  The Health Care Policy, 

Blank Illness/Injury Reports, Incident Reports, Current Allergy List, Emergency Phone 

numbers, and Family Emergency Contact Information will be carried in a First Aid backpack 

with any traveling Tribe Leader.  The Tribe Leaders & School Age Program Managers will 

maintain all kits. 

 

Injury and Incident Log 

An Injury/Incident Log will be located within the main First Aid Kit in the Program Staff Office.  

All illnesses, injuries and other incidents that cause bodily harm or dysfunction will be entered 

into the injury log.  Additionally, a full Injury/Illness (“Ouch” form) will be completed and 

placed in the child’s file.  In cases of severe injury or property damage, an additional Incident 

Report will be completed.  In every case, parents will be notified in writing of the injury, 

accident, illness, or incident.   

*Parents, please keep us informed of ANY changes in your contact information. 

 

Medications 

The CAC will not administer prescription or nonprescription medications without written 

parental consent and a physician’s consent in the case of prescription medication. Each person 

who administers prescription or non-prescription medication to a child is trained to verify and 

document that the right child receives the proper dosage of the correct medication designated for 

that particular child and give at the correct time(s) and by the proper method. Each person who 

administers medication (other than topical medication) demonstrates competency in the 

administration of medication before being authorized to administer medication. In addition, the 

CAC ensures safe administration of medication by: 

● Ensuring that at least one educator with training in medication administration is present at 

any and all times children are in care. 

● Providing training for each person who administers medication (other than oral or topical 

medications and epinephrine auto-injectors) with a licensed health care practitioner who asks 
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them to demonstrate annually to the satisfaction of the trainer, their competency in 

administration of medications annually OR by providing a training approved by the 

Massachusetts Department of Public Health. 

● Training all staff in recognizing generic medication side effects and adverse interactions 

among various medications, and potential side effects of specific medications being administered 

in our program. 

 

Staff designated to administer medication will only do so under the following conditions: 

1. The physician’s order and directions for administration (may include label on original 

container), accompany the medicine (in cases of prescribed medications). 

2. The parent has submitted written permission (Medication Consent form) and the reason 

for the medication. 

3. The medication and instructions must be in the First Aid cabinet or in School Age 

Program Managers’ office. 

4. The Managers or designee must document the administration of all medicines on a 

Medication Administration record, located with the assigned medication; documentation will 

include time, date, and dosage, name of staff and name of child. 

5. All unused medications must be returned to the parent. 

*No medications, including over the counter medicines are to be administered unless all of the 

above precautions are taken.   

 

Individual Health Care Plans 

The CAC maintains, as a part of the child’s record, an individual health care plan for each child 

with a chronic medical condition, which has been diagnosed by a licensed health care 

practitioner. The plan describes the chronic condition, its symptoms, and any medical treatment 

necessary while the child is in care, the potential side effects of that treatment, and the potential 

consequences to the child’s health if the treatment is not administered. 

 

CAC Staff may administer routine, scheduled medication or treatment to a child with a chronic 

medical condition in accordance with the written parental consent and licensed health care 

practitioner authorization. 

1. In order to administer an individual health care plan, staff must successfully complete a 

training given by the child’s health care practitioner, or, with his/her written consent, given by 

the child’s parent or the program’s health consultant, that specifically addresses the child’s 

medical condition, medication and other treatment needs. 

2. In the case of unanticipated administration of the medication or unanticipated treatment 

for a non-life-threatening condition staff will take reasonable attempts to contact the parent(s) 

prior to administering such unanticipated medication or beginning such unanticipated treatment, 

or, if the parent(s) cannot be reached in advance, as soon as possible after such medication or 

treatment is given. 

3. Staff will document all medication or treatment administration, whether scheduled or 

unanticipated, in the child’s medication and treatment log. 

4. Written parental consent and the licensed health care practitioner authorization are valid 

for one year, unless withdrawn sooner. Such consent and authorization must be renewed 

annually for administration of medication and/or treatment to continue. 
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Staff may, with written parental consent and authorization of a licensed health care practitioner, 

develop and implement an individual health care plan that permits older school age children to 

carry their own inhalers and epinephrine auto-injectors and use them as needed, without the 

direct supervision of staff. All staff will be made aware of the contents and requirements of the 

child’s individual health care plan specifying how the inhaler or epinephrine auto-injector will be 

kept secure from access by other children in the program.  

 

When an individual health care plan provides for a child to carry his or her own medication, 

CAC will maintain on-site back up supply of the medication for use as needed. 

 

Allergies 

Parents will notify School Age Program Managers and Tribe Leaders in writing in the child’s 

application of all allergies, dietary restrictions, and chronic medical conditions.  In order to 

ensure that children with allergies are protected from that to which they are allergic, CAC posts 

an allergy list in the Staff Office First Aid cabinet, Managers’ office, kitchen, and in all 

classrooms.  Parents also asked to make sure to personally notify all staff of their child’s 

allergies and treatment instructions in person.  

*Emergency telephone numbers are posted throughout the center at each telephone and 

carried on all field trips in the first aid kit. 

 

Children with Disabilities 

The Community Art Center will ensure that all appropriate specific measures are taken to ensure 

that the health requirements of children with disabilities are met when children with disabilities 

are enrolled. This is achieved by regular training for staff in working with children with specific 

disabilities and through working with parents of children with disabilities and their health care 

practitioners to understand and fulfill the needs of each individual child. 

 

Mandated Reporting 

Community Art Center staff are mandated reporters and must, by law, report suspected abuse or 

neglect to the Department of Children and Families. 

 

Policy for the Prevention of Contagious Diseases 

Children and staff shall wash their hands before handling food, after using the restrooms, after 

coming in contact with body fluids and discharges, after handling animals or their equipment, 

and after cleaning. 

Each day, the teachers will ensure that the toilets and toilet seats are clean, as are the sinks and 

sink faucets, drinking fountains, and tables.  The cleaning staff and childcare staff are 

responsible for insuring the on site cleaning is done.  Smooth surfaced, non-porous floors and 

mops used for cleaning are washed and disinfected daily. Disposable gloves will be provided for 

the clean up of blood spills and body fluids.  The affected area shall be disinfected.  Used gloves 

shall be thrown away in a lined, sealed container.  Staff will thoroughly wash their hands with 

soap and water after cleaning up a bloodied area.  Bloody clothing shall be sealed in a plastic 

container or bag, labeled with the child’s name and returned to the parent at the end of the day. 

 

Policy for Serious or Contagious Diseases 
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Children who contract contagious diseases such as chicken pox, measles, or head lice, shall 

remain at home.  Parents must notify School Age Program Managers of the illness.  School Age 

Program Managers shall inform other parents in writing of any incidence of contagious disease 

among the children in the program.  This statement shall also include the symptoms of the 

disease and a reminder of the exclusion policy.  The Tribe Leaders will make sure that the 

classroom tables, chairs, and other furniture are cleaned with a bleach disinfectant in the even a 

child is diagnosed with a contagious disease. 

 

Location of Toxic Substances and Cleaning Materials 

At the program all toxic substances and cleaning materials shall be stored in the maintenance 

closet, which is locked and off limits to the children. 

 

Field Trip Emergency Procedure 

If a child is lost while a group is on a field trip, the Head Teacher on site will lead the search, and 

staff will follow the following procedures: 

* Report the missing child to the main office of the park, museum, or pool. 

* Determine whether or not other arrangements were made by parents for special pick-up. 

* Lifeguards must be informed. 

* If child was last seen near water, lifeguards must search the entire waterfront. 

* Move all children to one central location to do an accurate head count. 

* Program staff members will split up and search to ensure that all surrounding areas 

including bathrooms, showers, locker rooms, or other activity areas are searched. 

* Check your information, (address, cross streets, name of park & town). 

* Notify emergency personnel (911*A cellular phone will be available for field trips. 

* ), if the child is not found immediately or if the child requires emergency medical 

intervention.  Include in the report: 

1. Child’s name (nick name), age 

2. Last place the child was seen 

3. What the child was wearing 

4. Other helpful information 

THE SEARCH WILL CONTINUE UNTIL EVERY CHILD IS ACCOUNTED FOR. 

In every case of illness or injury, the staff will try to comfort the child, make him/her 

comfortable, and reassure him/her that everything possible is being done to make the situation 

better.  The parent will be contacted and the incident documented.  Our policy is to always act on 

the side of caution rather than to risk not doing enough for the child. 

Community Art Center van and/or a leased bus are used during the summer for the Summer Fun 

Program, and field trips happen nearly every day.  The trips often take the children an hour out of 

the city to state parks, pools, and beaches.  In the event of an emergency while on a bust trip, the 

above procedures will be put into action.  The bus driver has radio contact if a child should 

become seriously ill while in transit.  He/she will stop the bus in a safe area off the highway, if 

possible.  Children will remain on the bus or disembark, with staff, depending on the specific 

situation and according to the judgment of the driver and CAC staff.  Everyone will wait in an 

orderly manner, together as a group, until an ambulance has arrived and the trip can proceed.  

The Summer Fun School Age Program Director or designee will stay with the sick or injured 

child and will accompany the child on the ambulance to the hospital.  Upon arrival, the staff 

person will call the parents/guardians and arrangements for pick up will be made at the point. 
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*The Center can arrange for School Age Program Managers or Director of Programs or 

designee to drive to the hospital with the parents to pick up the Staff person and the child if the 

parents are unable to do so.  
 

 

EVACUATION PLAN 
Upon hearing the emergency alarm, the teachers must lead their groups through the 

building in an orderly and quick fashion, using the exit designated for the occupied 

area.  All attendance and class lists must accompany the children outside.  

Community Art Center staff will escort all children to the corner of Windsor and 

Washington Streets.  Once outside, the teacher must take attendance and make sure 

it agrees with the daily attendance taken upon arrival; School Age Program 

Managers or designee will check the building to make sure all children and staff 

have left the building.  Once on the corner of Windsor and Washington Street, the 

groups will wait until the Director or designee informs them that it is safe to re-enter 

the building.  The decision to re-enter will be communicated to the Director by the 

Police or Fire Department. 

If the program is off site a pre-determined designated area will be the meeting place of all the 

tribes.  Once at the meeting place the tribes will wait until the Director or designee informs them 

that it is safe to re-enter activity area.  The decision to re-enter will be communicated to the 

designee by the Police or Fire Department. 

 

In the case of an emergency evacuation, the entire Art Center Program will go to the following 

address: 

Pisani Center 

131 Washington St. 

Cambridge, Mass. 01239 

(617) 499-7145 

 

 

 

ABUSE AND NEGLECT POLICY (11.06{6}) 
Parent-suspected abuse and neglect: 

If a staff person suspects that a child is being physically or sexually abused, neglected, or 

otherwise wrongfully treated outside of the program, that person must immediately inform the 

School Age Program Managers.  The Managers will immediately contact the parent/guardian to 

express this concern.  It is the School Age Program Managers’ responsibility to notify the 

Department of Children and Family Services (DCF) if the parent/guardian cannot satisfactorily 

respond to the concerns presented to him/her.  Staff members are required by law to report 

suspicion of abuse or neglect.  Reporting staff persons do not have to substantiate abuse.  DCF 

will conduct an investigation into alleged abuse or neglect.  It is always our policy to err on the 

side of the child rather than on the side of the parent in these cases. 

 

Staff-suspected abuse and neglect: 
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If a staff person is suspected or accused of child abuse or neglect, he or she will immediately be 

prohibited from direct contact with the child(ren) until completion of an internal investigation, 

DCF investigation and for such further time as the Department of Early Education and Care 

(EEC) may require.  DCF will be informed when there is alleged abuse on the part of a staff 

person.  If the abuse in fact has occurred, that staff person will immediately be discharged 

from his/her position and will not be allowed to work with children in an unsupervised or 

direct capacity.  The EEC will be notified immediately (within 24hrs.) after the program files a 

51A alleging abuse or neglect of a child while in the care of the program or related activity. 

Abuse is defined as the non-accidental commission of any act upon a child, which causes or 

creates a substantial risk of serious physical or emotional injury or constitutes a sexual offense 

under the laws of the Commonwealth of Massachusetts.  The Community Art Center’s SACC 

Program consider the following to be examples (and therefore not an exhaustive list) of abuse 

and neglect:  HITTING, SLAPPING, KICKING, VERBAL ABUSE, PUSHING, CHOKING, 

KISSING, FONDLING, VIEWING PORNOGRAPHY, VIEWING CHILDREN 

UNDRESSING, ANY SEXUAL ACT, FORCE FEEDING, DENIAL OF WATER, DENIAL OF 

FOOD, DENIAL OF REST, DENIAL OF BATHROOM, PHYSICAL STRENUOUS 

EXERCISES, HUMILIATION, RIDICULE. 

 

 

PARENT COMMUNICATION 
If you are sending your child for After School activities, please review our guidelines. 

* In order to register for the After School program you must complete all the necessary 

forms (Application, Attendance Notification, Meal Form, etc). 

* You must attend all mandatory parent meetings held per year including annual Progress 

Report meetings. 

* You must call the CAC if your child will not be attending the program that day and 

state reason. 

* Please dress your child in, or send in backpack the appropriate clothing for painting, gym, 

snow days, etc. 

* All children must adhere to the Code of Conduct.  Inappropriate behavior will not be 

tolerated.  This will affect your child’s ability to attend the SACC program. 

* Parents are welcome to visit the program unannounced any time while their child is 

present. Input from and communication with parents is encouraged. 

 
INDIVIDUAL PARENT MEETINGS 

Parent Meetings are available at any time to talk about things that are important to you, your 

child and the Art Center.  The agenda for these meetings will be based on issues that have been 

raised by parents, children and staff during a period of time.  If a meeting is scheduled by a staff, 

your presence at these meetings is very important.  Your input and ideas are vital to the Art 

Center, your children and the community.  You may also simply drop by during office hours 

10:00-6:00 Mon-Fri, if you would like to have a parent conference, and have not made or are 

unable to make an appointment in advance.  Please speak with current teaching staff about the 

manner through which your participation will be most meaningful, with regard to activity 

choices and teaching practices.  We welcome your feedback and appreciate your support. 
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You are welcome to join us on any field trip that is of interest to you.  Simply make a note of the 

fact that you will be joining us when you return the Field Trip Permission Form.  For routine 

trips, just stay in touch and let us know if you will be joining us. 

You may have a special skill you would like to share with a group of children.  We welcome 

your participation and hope you will schedule an activity that you can lead or co-lead with one of 

our teachers.  Speak to any of the staff to set up a time.  You are also encouraged to assist in any 

other areas where you may have skills. 

 

PARENT COMMUNICATION  

The Community Art Center encourages ongoing communication with parents, and works to 

communicate effectively with families whose primary language is not English or who require 

alternative communication methods. The Community Art Center staff team includes personnel 

who speak English, Spanish and Haitian Creole fluently – three of the most common languages 

spoken by our families. We have translation services available in those languages during all 

hours of operation. Translation services can be made available in other languages with advanced 

notice. 

 

FAMILY NIGHT CELEBRATIONS 

At the end of each semester, all parents, family and friends are invited to our Family Night 

Celebration in which the children demonstrate what they have been learning during the out-of-

school hours.  The program usually consists of a potluck dinner followed by a student 

performance including a visual arts display, dance, music and digital arts.   All parents are 

invited to attend and contribute to this evening of entertainment! 

 

 

TRANSITIONS 
The Community Art Center will collaborate and share information between educators in each 

classroom or program with parental permission when the child transitions to a new classroom or 

program. The Community Art Center will work with the child and family to create an 

individualized plan for assisting the child with the transition in a manner consistent with the 

child’s ability to understand. 
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SACC CHECKLIST 
 

❑ Read the Parent Handbook in its entirety. 

 

❑ Submit and complete all necessary documentation for your child’s 

enrollment here at the Art Center, including and especially an updated application. 

 

❑ Attend orientation with your child’s teacher or the Program Managers 

 

 

❑ Speak to your child about the Code of Conduct and your expectations for 

his/her behavior afterschool. 

 

❑ Make your child familiar with your arrival and departure methods.  All 

children should have their home phone number memorized.   

 

❑ Ask your child to tell you about his/her day! 

 
 


