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SECTION 1: WELCOME TO THE PYAC 
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Introduction 
Our organization would like to welcome you and your child to our childcare program.  Our 

programs offer your child a safe environment in which to explore, create, and make friends. 

 

This handbook is intended to provide you with specific information about our program.  It will 

help you to understand the agreement to participate in the program.  As you read through it, 

please familiarize yourself with our policies and procedures.  If at any time you should have any 

questions and/or concerns that are not addressed in this handbook, please let a member of our 

staff know right away so that we can help you.   

 

PYAC offers two separate state certified childcare programs during the course of the year.  The 

first program is our STARS After School Program.  This program runs from after school until 

6:00 p.m. on regular school days.  We are also open on early release Fridays, as well as on 

selected in-service and holidays.   

 

The second childcare program that we offer is our Fun in the Sun Summer Day Camp.  This 

program is held Monday through Friday from 7:30 a.m. to 5:30 p.m. for 10 weeks during the 

summer (please see the registration packet for specific dates).   

 

Guiding Principles for All of Our Work at PYAC 
The Board of Directors and staff of the Philomath Youth Activities Club are committed to 

carrying out the following set of guiding principles for our organization:   

  

 We believe that all children and families should have equal access to all activities. 

 

 We believe in creating a safe and supportive environment where all children and families 

experience caring and encouragement; feeling special, wanted, and are challenged to 

excel. 

 

 We believe that all staff and volunteers serve as powerful role models, coaches, mentors, 

and teachers to all those participating. 

 

 We believe a high quality program is dependent on having a well-trained staff who 

promote high standards of integrity, honesty, openness, and fairness. 

 

 We believe in clearly communicating our standards, beliefs, and goals to the community. 

 

 We believe that in order for our program to be successful, opportunities must be provided 

for parents, families, and interested community members to volunteer. 

 

 We believe resources must be available, including community support and sponsors, to 

ensure accessibility to all participants. 
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Program Goals and Philosophy 
PYAC provides recreational and enrichment activities and care for school-age children in school 

facilities.  Our goal is to provide a menu of activities for school-age children after school.  

Activities may include sports, arts, crafts, music, drama, tutoring and homework help, science 

and nature activities, and free play.  We hope to meet the childcare needs of families while 

addressing the special interests of children. We want to enrich and enhance the lives of children 

in our community.  PYAC is designed to promote the social and emotional development of 

children, and to support the developing skills that are necessary during critical periods of 

personal and physical growth.  We encourage cooperative behavior, creative expression, 

independent thinking, and constructive use of leisure time. 

 

Parent’s Expectations of the Program 
Parents may expect that: 

 Their children are cared for in a safe, supportive environment. 

 They may visit with the staff about concerns related to their child or the program. 

 They will be informed of any significant incidents involving their child. 

 They will be told about significant misbehavior on the part of their child, and will be 

included in any decision to improve behavior. 

 They will be informed promptly if their child does not arrive at the program according to 

his/her enrollment information. 
 

Our Expectations of the Parents 
We expect that parents will: 

 Pay program fees by the 20
th

 of each month. 

 Keep the child’s records up to date. 

 Pick up children by the program closing time. 

 Work with staff to make improvements in a child’s behavior if needed. 

 Contact staff if attendance will change.  

 

Children’s Expectations of the Program 
Children may expect: 

 To have a safe, supportive, and consistent environment. 

 To use the program equipment, materials, and facilities. 

 To receive respectful treatment. 

 To have discipline that is fair and non-punitive. 

 To receive nurturing care from staff members who are actively involved with them. 

 To have a choice of fun, enriching recreational and educational activities. 
 

Our Expectations of the Children 
We expect that your child will: 

 Check in promptly after school ends, according to the enrollment information. 

 Respect the school rules that guide them during the day and while at our program. 

 Remain with the group and childcare staff at all times. 

 Take care of materials and equipment properly, and return them to their place when done, 

or before taking out new ones. 

 Be responsible for their actions. 
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Family Involvement Expectations 
Children thrive when their parents are involved in what they do.  You can be involved by:  

 Helping staff understand your child’s developmental and personal needs.  

 Visiting during program operating hours. 

 Volunteering with special events or daily activities. 

 Sharing your suggestions, concerns, and comments.   

 Communicating with staff in person or via email or telephone as needed.  
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SECTION 2: REGISTRATION 
 

How to Register 
Registration forms are available from the site supervisors at our site at Clemens Primary School 

(here in CPS), at Philomath Elementary School, and at Philomath Youth Activities Club. They 

are also available on our webpage: www.pyac.net  You may also call the PYAC office at 541-

929-4040 and request that a form be sent to you. 

 

Completed registration forms should be mailed to PYAC @ P.O. Box 1358 Philomath, OR 

97370 or brought by the PYAC office at 421 S. 19
th

 St., Philomath, OR 97370.  Children MUST 

be registered to participate in the program. 

 

For the safety of the children, the information on the registration and enrollment forms must be 

kept current.  Parents must inform the site supervisor regarding any changes to this information, 

such as:  emergency contacts, names, employers, phone numbers, or change in departure times. 

 

Eligibility & Priorities 
A child may enroll in the program at any time. Children must age 5-12 to be eligible for 

enrollment.  We provide childcare right after the end of the school day, including early release 

days during the school year. We also provide service on select in-service and holidays each year.  

These dates are included in the registration packets.  Throughout the school year, PYAC does not 

provide service during the morning.   

 

Registration is on a first-come, first-serve basis with priority given to those families enrolled in 

the Philomath School District.   

 

Program Costs 

As mentioned in the welcome section, PYAC offers two separate childcare programs throughout 

the year.  Children must register for the programs separately, and each program has its own fee 

structures. 

 

Registration Fee: 
Each program has a registration fee of $30 for new families and $20 for returning families.  This 

fee must be paid at the time of registering for the program.  The Fun in the Sun registration fee 

will be waived for families that register two or more weeks prior to the program starting date.   

 

STARS Program Costs: 

Full Time (Monday thru Friday until 6:00 p.m.)  $200/month 

Early Pick Up (Monday thru Friday until 4:30 p.m.)  $160/month 

In-service/Non-school days (7:30-5:30 p.m.)   $30 day / $15 half day  

 

 

Fun in the Sun Program Costs: 

Full Time - $140/Week 

Single Day Drop-in Care - $30/Day (+activity fee, if applicable) 

http://www.pyac.net/
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In-service and Select Holidays 
Each year, our program will offer care on select in-service and holidays.  These dates are 

published in the registration packets.  Care on these days is separate from the normal STARS 

care.  Thus families must sign up and pay for these days separately.  At the beginning of each 

month, a signup sheet will be posted in front of the STARS office at CPS indicating all the days 

that full day childcare will be provided for that month.  Slots are available on a first-come, first-

serve basis.  Any parent that wishes to register their child for care must do so on these sheets at 

least 3 days prior to the date of care needed.  Failure to sign your child up for care could result in 

the unavailability of space.  For planning purposes, our general range of students for these days 

is a minimum of 15 students and a max of 45.  If only a small number of children register for 

care, the day may be canceled at the discretion of the Program Director.  Those signed up for 

care on canceled days will be notified ASAP (this is a rare occurrence).   

 

Field-Trip Registration Information 
Field trips have become a very popular component to our Fun in the Sun program, with several 

of the trips actually filling up and resulting in a waitlist.  To ensure your child gets to go on the 

trips he/she wants to, please be sure to keep your attendance dates up to date.  Any trip specific 

field trip information will be given out prior to the trip (liability releases, specific trip permission 

forms etc.).  These forms must be properly filled out and returned prior to the child being able to 

attend the trip.   

 

Financial Assistance 
We believe that all children should have the opportunity to participate in the quality enrichment 

activities offered by our programs. To this end, our Board vigorously fundraises throughout the 

year in order to provide a limited number of partial scholarships to families who qualify for 

financial assistance.  For more information on this process, please see our financial assistance 

forms available on our webpage and in our office.   

 

Payments and Refunds 
Tuition payments are due by the 20

th
 of each month.  There will be a $10.00 late charge for 

payments received 30 days past the due date.  There will be a $25.00 charge for all returned 

checks. 

 

We have made a commitment to provide staffing, snacks, supplies, and materials and to serve 

and enrich your child. Therefore, refunds are possible only under the following condition: 

 

 You have paid your fees before the first of the month, and you have notified the PYAC 

office before the first of the month that you are giving up your space in the program. 

 

We are unable to pro-rate tuition fees for illnesses, absences, behavioral suspensions, or 

vacations. 

 

Because of our commitment to other children and instructors, refunds for other purposes are 

generally not available; however, appeals for reconsideration of a refund can be made to the 

PYAC Administrative Coordinator. 
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Termination of Services 
PYAC may request termination due to the following: 

 Repeated failure to pay fees in a timely fashion. 

 Failure to keep required forms updated. 

 Failure to observe the rules of the program regarding arrival and departure. 

 Child’s inability to function in a group childcare setting. 

 Repeated, excessive inappropriate behavior and/or language. 

 

Information Changes 
Please notify the site supervisor in writing if any of the following changes occur so that we may 

update your child’s records: 

 Changes in phone numbers, home address, workplace, school, and doctor or emergency 

contacts. 

 Changes in individuals authorized to pick up your child. 

 Changes in your child’s allergies, medications, or health or immunization status. 

 Changes in participation hours. 
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SECTION 3: ATTENDANCE & SCHEDULE 

 
Attendance Information 
If your child will not be attending the program because of a scheduled appointment, vacation, or 

other planned absence, please notify the STARS office.  If your child is ill, when you call the 

school to report the illness or pick up your children from school, please inform the STARS office 

as well. The phone number for parents to call is 541-760-3563.  If a child does not arrive at the 

program as intended, the site supervisor will attempt to contact parents at the home and work 

numbers listed on the enrollment form.  Absentees without prior notification may be mistaken 

for a missing child and unnecessary concern and time may be spent searching for the child.  

Habitual failure to inform our office of your child’s absence may result in a loss of service. 

 

Emergency School Closures 
If school is canceled or released early due to inclement weather or other emergency, the STARS 

program will also be closed. If the weather deteriorates after school dismissal time, we will 

determine whether to close the program, and you will be notified.  

 

Typical Schedules 
(This is a typical daily schedule that may vary from time to time) 

 

STARS     Fun in the Sun (or in-service day) 

2:30-2:40  Check In   7:30-8:30 Check in / Free Time 

2:40-3:00  Snack    8:30-10:00 Group Activities / Homework Club 

3:00-3:30  Free Play   10:00-10:30 Morning Snack Time 

3:30-5:30  Scheduled Activities  10:30-12:00 Group Activities / Youth Center 

5:30-6:00  Project Time/Clean up 12:00-12:30 Lunch 

6:00         Program Closes   12:30 – 3:00  Outside Activities 

      3:00 – 3:15 Afternoon Snack Time 

      3:15- 4:30 Craft Time 

      4:30 – 5:30 Clean up / Quiet Games 

      5:30  Program Closes 

 

Structured Activity Description 
The program is designed to offer a recreational experience, which enhances the child’s existing 

skills while introducing and encouraging new areas of interest.  A variety of activity methods 

will be used, including planned large group games and small or special interest groups.  In 

addition, the mix of active and quiet activities give children an opportunity to socialize and work 

on cooperation and group problem solving skills.  Other activities will allow children to learn 

and practice skills in creating projects to take home. 

 

While children are encouraged to participate in planned, organized activities, we understand that 

not all activities will be of interest to each child.  Children are allowed to choose independent 

activity in lieu of group participation. 
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Unstructured Activity Description 
Our center is always set up with a variety of materials to allow children to play freely.  Materials 

such as board games, building toys, dolls, books, soft quiet areas, puzzles, outdoor play 

equipment, writing and art materials are provided. 

 

Snack 
PYAC provides an afternoon snack consisting of a carbohydrate, fruit or dairy, or the equivalent.  

If you would like to send an additional or alternative snack with your child, please inform the 

staff.  If your child suffers from food allergies, please provide the staff with documentation from 

your child’s doctor and appropriate snacks will be provided. 

 

STARS Transportation Procedure from Philomath Elementary School to 

Clemens Primary School 
All Elementary students attending the STARS Program are to meet in the front of the elementary 

school where the buses arrive, as soon as the bell rings.  All STARS participants will ride the bus 

to the STARS Program at Clemens Primary School. No students will be allowed to walk over.  

 

If your child should miss the bus for any reason, they should go to the main office at PES and tell 

one of the secretaries.  Do NOT have them walk to STARS.  A staff member will walk to the 

PES school, pick them up from the main office, and walk them back to CPS.   

 

*Note it is essential for your child’s safety that all parents call the program and leave a message 

if your child has gone home early or will not be attending STARS for any reason that day.   

 

** ALL STARS participants riding the bus from PES to CPS MUST ride bus #50 with the rest of 

the STARS group.  Riding any other bus to the primary school is not permitted.    

 

Staying After School with a Teacher 
If a child wishes to stay after school in a teacher’s classroom, the parent should provide the staff 

with a note stating that the teacher has permission to keep the child during the program hours.  

While with a teacher, the child is not the responsibility of the PYAC program.  The child 

becomes our responsibility when the child has been checked into our program. 

 

Check Out Procedures 

We require that the parent, guardian, or a representative authorized by the parent or guardian 

sign the child out of the program each day at the designated sign-in/sign-out sheet using initials. 
 

Release of Children 
Children will not be allowed to leave with persons other than their parents unless permission has 

been given on the enrollment form or in writing. If your child attends extracurricular activities or 

has any other kind of arrival/departure time change within the period he/she is enrolled, the 

parent should provide the staff with a note stating the new arrival or departure times, the dates, or 

additional persons authorized to pick up your child. In special circumstances students may be 

released to attend activities that are within the “line of sight” of our staff. 
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To Our Divorced and Separated Families 
It is the mission of the childcare programs to support the healthy growth and development of 

children. This includes supporting all members of their family. 

 

Program staff and policies make no judgments about families or their custodial arrangements for 

the children.  Children are only allowed to leave the program with individuals who are listed on 

the Program Information Form.  Staff is able to follow court directives ONLY when 

restraining, custody, or visitation orders are on file with our office.  Staff will not prevent a 

parent or legal guardian’s access to their child unless copies of court orders are on file.  It is 

the responsibility of the custodial parent to update forms and provide legal documentation of any 

court orders on file pertaining to the child.  In the event that an unauthorized person attempts to 

pick up the child, the custodial parent or guardian will be notified.  If the unauthorized person 

attempts to force the child to leave the program, law enforcement officials will be called for 

intervention.  For the benefit of children, we encourage that all parents be involved in their 

child’s care arrangements.  We encourage attending meetings, special events, and conferences; 

we will arrange separate times on request. In joint custody situations where both parents will be 

picking the child up on a regular basis, both parents need to sign and/or fill out registration and 

enrollment materials. 

 

Newsletters, children’s projects and program information will be sent home with the child and 

the authorized pick-up person.  Staff will not withhold papers, children’s work, or notices.  

 

These guidelines are intended to help us offer safe, fun, and nurturing care for your children. If 

you have questions or concerns, please contact the Childcare Director at 541-760-3563. 

 

Late Pick Up Policy 

IF YOU ARE LATE, YOUR CHILD MAY WORRY – AND SO DO WE!  If a child is left at 

the site following the closing at 6:00 p.m., the site supervisor will wait for five minutes and will 

then call your work and home phone numbers.  If you cannot be located, the staff will call the 

two emergency numbers listed on the child’s registration form.  If we cannot locate someone to 

pick up the child, our next step will be to contact the police department.  They will ensure the 

child’s safety by keeping the child in their custody.  PLEASE DO NOT BE LATE!  If there is 

an emergency, please contact the staff so arrangements can be made for your child. 

 

In order to ensure adequate staff coverage and to allow us to plan appropriately, it is important 

for parents who choose the early pick-up option (4:30 pick-up) to pick their child up promptly at 

4:30 p.m.  If you select the early pick-up option and pick your child up late, you must pay 

overtime fees as follows: 

 5 to 15 minutes overtime-$5.00 per child. 

 Each additional 1 to 15 minute period-$5.00 per child. 

 

The program closes at 6:00 p.m. during the school year and 5:30 p.m. during the summer.  

Parents whose children remain past these times must pay overtime fees as follows: 

 5 to 15 minutes overtime-$5.00 per child 

 Each additional 1 to 15 minute period-$5.00 per child. 
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Toys and Valuables 
Parents should not allow their child to bring toys or valuables to the program, unless special 

arrangements have been made with the staff. PYAC will not be held responsible for items that 

become lost or broken.   

 

Lost and Found 
Parents should label everything that can be marked.  We cannot be held responsible for lost 

items.  At the end of each day, all unclaimed articles will be placed in a lost and found box.  

Unclaimed articles will be given to charity. 
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SECTION 4: DISCIPLINE PHILOSOPHY & 

POLICIES 
 

Discipline Philosophy 
The philosophy behind the PYAC disciplinary policy is that each person is responsible for him 

or herself. To foster this philosophy, the following methods are used: setting limits, giving 

choices, natural consequences, logical consequences, positive redirection and encouragement, 

and time outs. Through these methods, the staff seek to help children build life skills, 

responsibility, and appropriate resolutions for conflict. 

 

Our childcare programs are dedicated to providing enrichment opportunities for all participants.  

A commitment is required from each participant in the program to ensure that a safe, nurturing, 

educationally rich environment is achieved. 

 

Serious Misbehavior  
A serious disciplinary problem occurs when a child engages in inappropriate behavior, such as: 

 Inflicting physical or emotional harm on self and/or others. 

 Destroying property. 

 Consistently disrupting the program. 

 Leaving the group when instructed not to. 

 Misbehavior that is serious enough to warrant three or more time outs. 

 

First Incident: If a child is out of control, emotionally or physically, the child’s parent or 

guardian will be called to pick the child up immediately. If any of the above-mentioned 

behaviors occur, the child will receive an incident report.   
 

The completed incident report must be signed by the staff, the parent, and the child.  A copy of 

the incident report will be kept in the child’s file. 
 

Second Incident:  When a child receives a second incident report, a parent and child conference 

with the Program Director is scheduled.  At this conference, a Plan for Improvement is created 

with consequences if improvement is not evident. Possible consequences may include suspension 

from the program. 
 

Third Incident:  When a child receives a third incident report, a parent and child conference 

with the Program Director and Executive Director may be scheduled.  At this time, the 

possibility of suspension will be discussed. 
   
Every effort will be made by the staff to see that each child is successful in the program.  Any 

steps may be skipped or repeated at the discretion of the Program Director.  There may be 

instances, however, when a satisfactory solution cannot be reached and a child will be excluded 

from the program. 
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SECTION 5: HEALTH & SAFETY 

 

Illness 
If your child has a known medical condition (such as asthma, diabetes, seizure disorders, etc.), 

please be sure the site supervisor knows what to do if a problem should occur during the program 

hours.  Please make sure that medication is available and that the appropriate forms for its use 

have been completed. 

 

In the event of an illness, families must have alternative plans for childcare.  If a child does not 

attend school because of an illness or injury, they may not attend STARS. In addition, children 

not well enough to follow the day’s routine (including outside play) must not attend the program.  

This includes children with the following:  contagious disease, fever over 100˚ F, vomiting or 

diarrhea, unusual rashes, lice, scabies, sore throat, and pink eye. 

 

If, while at our facility, a child displays symptoms of illness or fever, the child will be isolated 

and kept comfortable while the family is notified.  If removal from a program is warranted, the 

family will be contacted and asked to come promptly for the child.  If the family cannot be 

reached, emergency contacts will be called. 

 

Prescription Medications 
When children attending STARS require prescription medications, written instructions and 

signature of parent or guardian must be on file.  An “Instructions for Medication” form must be 

completed for each medication given.  All medications must be stored in their original 

prescription containers.  The label qualifies as authorization to give the mediation.  Staff 

members will keep all medication in a specific locked container with the first aid supplies.  

Medications will not be administered if the expiration date has passed. 

 

All medication must be clearly marked with the following: 

1. Child’s name     

2. Physician’s name  

3. Name and strength of medication 

   

4. Expiration date 

5. Directions, time, and method of 

administration 

 

Injuries 
If your child is injured, the staff will take whatever steps are necessary to obtain emergency 

medical care.  These steps are planned for and carried out as follows: 

1. For a serious injury, paramedics will be called immediately. 

2. Parents will be contacted. 

3. If parents cannot be reached, persons listed on the emergency form will be contacted 

(please be sure to keep these numbers current). 

4. We have first aid kits on hand and will treat minor injuries. 

5. An accident report will be completed by a staff member and a parent’s signature will be 

requested.  The accident report will then be kept in the child’s file. 
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Emergency Procedures 
In case of a serious illness or injury, the following procedure will be taken by staff: 

1. Contact 911. 

2. Administer first aid/CPR. 

3. Contact the parent, guardian, or emergency person. 

4. File accident report. 

 

Legal Obligation to Report Suspected Child Abuse 
Oregon law mandates child care workers who suspect child abuse to report it to the State Office 

for Children and Families or to the local law enforcement agency.   

 

 

SECTION 6: STAFF & CONTACT 

INFORMATION 
 

General Staff Information 
Each PYAC program is staffed by qualified individuals dedicated to improving the quality of life 

for young people.  Staff is provided with ongoing training and supervision.  Upon employment, 

all staff is required to have a Criminal Background Check, First Aid/CPR training, recognizing 

and reporting child abuse training and food handler’s cards will be obtained. We maintain an 

approximate ratio of one adult to every 12-15 students.   

 

Current Program Staff 
PYAC Executive Director:   Eddie Van Vlack 

PYAC Administrative Coordinator:  Kristy Pribyl 

PYAC Childcare Director:   Renee Mason 

PYAC Childcare Teacher:   Ashley Van Vlack 

PYAC Childcare Teacher:   Anna Park 

PYAC Childcare Teacher:   James Golston 

PYAC Childcare Teacher:    Nick Burnett 

PYAC Childcare Aide:   Trey Ecker 

PYAC Substitute Director/Teacher:  Sarah Woosley 

 

Contact Information 
For any program direct information, please contact the site directly at 541-760-3563 

For any billing information, contact the Administrative Coordinator at 541-929-4040 

For any other inquiries, you can email us at pyac@peak.org or check our website at 

www.pyac.net  

 

mailto:pyac@peak.org
http://www.pyac.net/
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SECTION 7: AGREEMENT TO PARTICIPATE 

 
The student commits to follow the “Expectations for All Participants”: 

 Follow directions given by the staff. 

 Use appropriate language. 

 Respect the rights and property of others. 

 Use toys and supplies respectfully. 

 Walk while in the building. 

 Clean up after yourself. 

 Keep hands and feet to self. 

 Stay with the group and/or be in designated locations at all times. 

 Follow the three “Be’s” (be kind, be respectful, be responsible). 

 

The parent commits to support the program by: 

 Encouraging the child to follow the “Expectations for All Participants.” 

 Notifying the staff when there is a concern regarding the child or the program. 

 Understanding the Discipline Philosophy and the Serious Discipline Philosophy. 

 Paying all tuition fees on time. 

 Following program guidelines and policies. 

 

The program staff commit to: 

 Provide a safe, nurturing, and enriching environment. 

 Respect the rights and property of others. 

 Communicate with parents when an issue arises. 

 View disciplinary actions as opportunities to learn. 

 

 


