Program Information
Program Hours

Before School:  Program opens at 6:30 am.  The children must be brought to the Hearts and Hands classroom (Harshaw room 501), and 

signed in by a parent or parent designee.  Students will be released to their classrooms at 8:30 am.  Kindergarten students will be escorted to the kindergarten hallway by a member of the Hearts and Hands staff.

After School:  Program begins at dismissal. Attendance is taken as groups arrive from the Middle School, and elementary schools.  Kindergarten and 1st grade students are picked up from their classrooms by members of the Hearts and Hands staff and escorted to the Hearts and Hands classroom.  Program closes promptly at 6:00 pm.
Change in Schedule – VERY IMPORTANT

If your child is scheduled to be at Hearts and Hands in the afternoon and there is a change in the schedule, PLEASE call Hearts and Hands to let us know about the change.  If we are expecting a child, and that child doesn’t arrive, we will spend whatever time it takes to account for their whereabouts.
Time spent searching for a child who is not really missing detracts from the level of care for the children who are at Hearts and Hands.  
Holidays


Hearts and Hands will provide care on selected single day holidays, provided that a minimum of fifteen children are pre-registered.  A sign-up sheet will be provided at least 2 weeks prior to holiday. The sign-up sheet will be closed a week prior to the holiday to allow for families to make other arrangements if the minimum is not met.

Hearts and Hands will follow the school schedule for Thanksgiving, Winter Break, and Spring Break.

Snow Days/Delays

Hearts and Hands will be closed if school closes.  This is an issue of safety for all involved.  

In the event of a delay, Hearts and Hands will also delay by the same amount of time, and the children will be released to their classes at the adjusted time.  If there is an announced delay, and school ultimately closes, the program is closed.  Any child that was dropped off prior to announcement will have to be picked up and taken home.
Emergency Dismissal

In the event that there is a building emergency, such as the loss of electricity, water, or heat the school district administration may ask that we close.  In this event, we would call or text your contact numbers to arrange for your child to be picked up.  
Please note:  Hearts and Hands is a tenant of the Chenango Forks School 


District, and as such, will comply with the wishes of the 



district’s administration in the event of any type of closing 


or early dismissal.
Absentee Policy

To maintain a weekly or monthly spot for your child, the weekly rate will be charged for days that your child will be absent due to illness, unless the child is absent from school for a week or more.  Parents must call Hearts and Hands, as well as the school, when your child will not be in program.


If your family, or child should go on vacation during a regularly scheduled session, you will be responsible for the weekly fee in their absence.

Termination Policy

A family may terminate their use of the Hearts and Hands Program at any time by submitting written notice two weeks prior to the child’s withdrawal from the program.  If the parent or guardian does not give two weeks notice before withdrawing their child, or if the child is withdrawn prior to the end of the two weeks’ notice period, the parent or guardian shall remain obligated to pay the fees pursuant to the above policy through the end of the two week notice period.


Hearts and Hands may terminate a family’s use of the program at any time by giving the family two weeks prior written notice. In such an event, Hearts and Hands shall be obligated to retain the child in program for the stated two-week period.  The parent or guardian shall be obligated to pay the fees pursuant to the program through the end of the two-week period.


Hearts and Hands may terminate a family’s use of the Program immediately, without notice of any kind, for any one or more of the following reasons:


1) The family fails to pay, when due, any fee, or charge, or 
 amount of money due to Hearts and Hand pursuant to the family’s use of the program.

2) The family breaches any one or more of the policies of the Hearts and Hands Program, or provisions to be performed by the family pursuant to their use of the program.
3) If, as stated in the program’s discipline policy, the child’s conduct jeopardizes the health or safety of any child, (themselves included), any staff member, or the public at large; or unreasonably disrupts program activities. 

Childcare Fees

All weekly fees are due on the Friday prior to the week that you use the program.  All single day fees are due on the day of service.  If you commit to making a weekly payment, and it is late, there will be a $ 5.00 per week late fee assessed.  If you commit to making a monthly payment, it is due on the first of each month. There will be a late fee of $ 5.00 per week assessed. A full day rate fee will be charged for the use of the program on holidays, conference days or half days. These rates are posted on the Hearts and Hands rate sheet. 

If Hearts and Hands refers a family’s account to a collection agency, or an attorney for collection, the family will be liable for the costs and expenses of collection, including reasonable attorney’s fees.  Those amounts would be in addition to the amounts otherwise owed.

Late Pick-up  

Closing time is precisely at 6:00 pm.  It is important that your child be picked up on time. A late fee of $ 15.00 per each ten-minute period, will be assessed.  Late fees will be assessed beginning at 6:00 pm (5:30 pm in the summer). A short grace period will be allowed if there is a truly unavoidable reason for your delay.  If possible, please call to let us know of the delay.  Please consider that our staff members have family obligations, too.

If your child is not picked up, the Hearts and Hands staff will attempt to call you at the numbers listed on your registration.  If you cannot be reached, the staff will call the secondary contacts that are listed. Failing to make any of these contacts, the staff will notify the Broome County Sheriff’s Department.

The Hearts and Hands Program is governed by the School Age Child Care Regulations as set down by the New York State Office of Children and Family Services, and does not discriminate against any person because of race, color, religion, sex, or national origin.
Family Involvement 

The Hearts and Hands program encourages our families to be involved with the program. We believe in an ‘Open Door Policy’.  Parents or guardians are welcome to sit in on our program at any time.  If you would like to take part in an activity, or if you have a craft or talent that you want to share, we would love to hear from you.


During the year, Hearts and Hands may engage in several fund-raising events.  Fund raising allows us to purchase supplies and equipment that enhances the quality of the program.  When we have an event, we hope that you will actively support us in our efforts.  One of our more successful events is our annual Spring Dance.


The Hearts and Hands program is governed by a voluntary board of directors.  The Hearts and Hands Board of Directors formulate the policies by which the program is run. Most of the board is made up of program family members.  The term of a board member is two years.  Meetings are held quarterly.
About the Staff

The Hearts and Hands Staff is a dedicated, well-trained group of childcare professionals. The safety and welfare of your children are their first and foremost concern.  New York State mandates that SACC program staff members receive fifteen hours of training annually in the areas of: special needs, health, safety, nutrition, child development, behavior management and discipline, and child abuse and maltreatment prevention.

The Executive Director is the chief administrator and oversees the overall 
operation of the Hearts and Hands Program.  It is the responsibility of 
the executive director, along with the Hearts and Hands Board of 
Directors, to formulate the policies, procedures, and philosophies of the

program.  The Executive Director is a state-certified mandated child 
abuse reporter.

The Program Director oversees the development, coordination, implementation,


and evaluation of the program content.  The program director will 
maintain and implement the policies, procedures, and philosophies of the 
program.  The Program Director assists the Executive Director in the 
administration of the program.  The Program Director is a state-certified,

mandated child abuse reporter.

The Group Leaders of the Hearts and Hands program plan, direct, and implement 
the program’s activities, adhering to the goals, objectives, and philosophies
of the 
Hearts and Hands program.

Volunteer Aides are occasionally employed by the Hearts and Hands program to 
augment our staff.  The volunteer aides assist the group leaders in the 
implementation of the program’s curriculum.


All staff members are subjects of state-mandated fingerprinting and background checks through the New York State Office of Children and Family Services, and are screened through the New York State Central Register of Child 
Abuse and Maltreatment. 

Supervision of Youth

To provide a safe environment for minors, Hearts and Hands Inc. ensures that a minimum of two adult workers supervise or be in attendance with minors during organization-related activities. The purpose is to avoid one-on-one interactions between adults and minors that are not easily observable by others. If individual meetings with a minor must be held in an office, keep the door open. Only conduct closed door meetings when another adult is put on notice of the meeting and the door remains unlocked.
Mission Statement for Hearts and Hands, Inc.


Children need continuance and consistency in today’s world.

Many of the families served by Hearts and Hands, Inc. are working parents or guardians, in need of a comfortable, nurturing environment for their children, during their required working hours.
It is the function of Hearts and Hands, Inc. to provide quality childcare services.  It is our goal to provide a bridge between home and school and to: 

· provide a safe, healthy environment.

· build self-esteem, self-knowledge, and self-expectations.

· offer love, warmth, acceptance, understanding, and encouragement.

· permit opportunities for trial and error, using each as a learning experience.

· provide an environment where children can develop wholesome mental, emotional, and social cognizance in a developmentally appropriate manner.

· provide a balance of physical and intellectual activities, in a group, as well as individually.
· provide a staff committed to giving your child the best care possible.

· provide opportunities for staff training so that they may better understand children’s growth and development, emotionally, as well as physically.

· recruit staff who exemplify the personal qualities you, as parents, would want your children to emulate.

We believe that each child is an individual, developing at their own rate, with special interests in specific areas of development.  To meet these developmental needs, we have a variety of activities.  These include:  dramatic play, arts and crafts, story time, sports and games, and free time.


We utilize many of the school’s facilities, including the playgrounds, the gymnasiums, the library, the auditorium, and the cafeteria.  We maintain the state proscribed ratios ensuring your child’s safety.
