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Statement of Purpose 
 

 

Mission Statement 

 

Together, the Wellington PTO Student Care Board and the staff are committed 

to providing a safe, diverse environment in which children can grow and 

excel. 

 

The staff creates a community in which the highest value is mutual respect.  

By accepting each child as a unique individual, we can help each child in 

turn to accept and get along with others.  It is our goal that the children 

in our programs become comfortable socially as they develop competence and 

independence through discovery of their own capabilities. 

 

While our programs cannot duplicate a child’s home environment, we provide 

the most nurturing atmosphere that our school-based setting allows.  Our 

staff of caring adult professionals provides positive role models for the 

children in responding to life’s daily realities, while emphasizing the 

norms of appropriate interpersonal behavior.  In their interactions with 

the children, they seek to instill: 

 

 A sense of belonging, in which children can feel safe and accepted in 

a group; 

 A sense of helpfulness, in which children are given opportunities to 

do something useful for others; 

 A sense of discovery, in which children can be introduced to and 

explore new fields and learn more about the world around them; 

 A sense of proficiency, in which children can find and develop their 

talents and demonstrate things they can do well; 

 A sense of leadership, in which children can set a good example for 

each other. 

 

Our programs are designed to guide children in making choices.  Children 

are free to choose between structured and unstructured recreational 

activities, including arts, crafts, free play, music, reading, indoor and 

outdoor games, stories and limited media viewing. We provide a balance of 

activities between quiet and active, group and individual, adult-directed 

and child-originated.   

 

Within this framework, our staff members provide guidance and influence on 

children’s choices of program activities.  The staff monitors these choices 

to ensure they are in the best interests of each child, and that they also 

uphold and reinforce any family values or parental preferences that have 

been communicated to the staff. 

 

Our programs are also structured to recognize the value of reinforcing 

educational concepts the children are learning during regular school hours.  

Children are provided quiet spaces and help for completing assigned 

homework.  While the programs do not offer a specific academic curriculum, 

the After Care program follows a well-constructed program curriculum. These 

curricula often follow the seasons and holidays, and include a wide range 

and breadth of activities for the children.   

 

Information about specific monthly plans and activities are communicated to 

parents on a regular basis.  The main program emphasis is to complement the 

children’s academic education by focusing on meeting the children’s needs 

for non-academic recreational and social time supervised by caring adults.  

The broad range of available planned activities to address these needs and 
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the freedom to choose between these activities, within appropriate limits, 

is what makes our programs unique.   

 

All policies and provisions for the programs are made in accordance with 

the Commonwealth of Massachusetts Department of Early Education and Care 

(DEEC).   

 

 

Non-Discrimination Policy 

 

The Wellington PTO Student Care Programs do not discriminate on the basis 

of economic limitations, race, religion, ethnic or cultural heritage, 

political beliefs, national origin, physical abilities or limitations, 

sexual preference, or marital status in admissions, hiring, educational 

policies, or otherwise in its operation or management. 

 

 

Licensure of the Program 

 

All policies and provisions for the Wellington PTO Student Care Programs 

are made in accordance with DEEC regulations under the current license.  

All programs comply with the state Standards for the Licensure of Approval 

of School Age Child Care Programs.  The Department of Early Education and 

Care (DEEC) is the local licensing agency.  Our regional office is at 360 

Merrimack Street, Lawrence Ma  01843.  The phone number is 978-681-9684. 
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Enrollment 
 

 

Admission 

 

The Wellington PTO Student Care Programs are open to all children within 

the Wellington School community.  Please see the Program Descriptions 

section, below, for specifics on admission to each of the various programs.   

 

 

Children with Special Needs 

 

Children with special challenges/disabilities are welcome to our programs 

so long as our staffing can accommodate their needs.  Parents must inform 

the program of any special needs or Individual Education Plans (IEP) so 

that a determination can be made regarding the appropriateness of our 

program for their child. 

 

In some cases a child may be enrolled on a trial basis.  Based on parental 

input and available information, the Program will determine what, if any, 

modifications can be made to accommodate the needs of the child.  Within 30 

days the Program will notify the parents in writing of its decision 

regarding the child’s continued participation in the Program. 

 

 

Withdrawal from the Program 

 

A child may be withdrawn from the Program with written notice to the 

Program Director.  Tuition is due through the last day of the last month 

the child attends the program. The deposit is non-refundable after a child 

has started the Program.  

 

 

Enrollment Schedule Changes 

 

Changes to a child’s schedule affect the Program’s staffing requirements.  

For this reason, the program cannot honor all change requests.  A signed 

program enrollment change form is required before changes to your child’s 

schedule can be considered. The Program does recognize that compelling 

circumstances, such as changes in a parent’s employment status, may 

necessitate changing a child’s schedule.  Temporary changes however, such 

as short-term participation in another after-school activity or family 

travel, are not considered compelling.  The Program Director will work with 

families in an effort to accommodate requested changes but the program 

cannot guarantee that all requests can be honored.  If a change to a 

child’s schedule can be accommodated, the change becomes effective on the 

1st of any given month. 
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Program Descriptions 
 

Location 
 

The Wellington PTO Student Care Programs are located within the Roger 

Wellington School at 121 Orchard Street, Belmont.  The telephone number for 

the program space is 617-993-5638. 
 

Days of Operation 
 

The Wellington PTO Student Care Programs will be open for operation on all 

regularly-scheduled school days. The Programs are closed during school 

holidays, vacations, snow days, and any other day on which school is not in 

session.  If school is dismissed early due to bad weather, the Programs 

will also be closed.  Parents will be called, and some staff will remain 

until all children are picked up. 
 

Curriculum 
 

Student care curriculum is designed to support the children in developing 

problem solving, critical thinking, and social skills.  In addition our 

program promotes; good health, personal safety, physical activity, and time 

for homework and reading.  For more detailed planned curriculum, please see 

the program director and/or your child’s Lead teacher.   
 

Morning Care Program 
 

Admissions 
 

Children enrolled in kindergarten through fourth grade at the Wellington 

School are eligible for admission to the Morning Care Program.  Presently, 

the Program is available to all children on a first come first serve basis.  

Registration dates are announced well in advance of the deadline.  Each 

enrollment application must be accompanied by the non-refundable 

registration fee and the deposit which is applied to the last month’s 

tuition.  Deposits are non-refundable after a child has started the 

Program. The Board of Directors reserves the right to make all final 

decisions concerning enrollment and admission to any of its Child Care 

Programs. 
 

Hours of Operation 
 

The Morning Care Program operates between the hours of 7:15 am and 8:30 am, 

Monday through Friday, while school is in session.  Morning Care students 

go to room 176 & room 157, the Student Care Classrooms, to have Morning 

Care.  The program does not operate on school holidays or any other day on 

which school is not in session.  If there is a delay in school opening, 

there is no Morning Care. 
 

Program Schedule 

 

7:15am  Children arrive 

 

7:30–8:15am Eat breakfast, Activities, Sometimes Outside Activities 

 

8:15am Quiet activities 

 

8:30am At the end of Morning Care, the students are escorted to join 

their classes in front of the school or in the Gym on rainy 

days.  We make sure there is a MC to teacher hand-off.   
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Transitions 

 

At 8:30 am the children are escorted to their designated meeting place 

where they are assisted in joining their classmates and/or classroom 

teachers.   Special attention is paid to the younger children until they 

are comfortable and familiar with the routine.  If any issues happened in 

Morning Care, this transition time is when the appropriate teachers are 

informed.   

 

Breakfast 

 

A light breakfast such as bagels, fruit, juice, cereal and milk will be 

served daily.  All food provided by the program is “allergy friendly”.   

 

Drop-Ins  

 

Only children enrolled in Student Care may, depending on space available, 

attend the Morning Care Program on a "drop-in" basis.  Parents must notify 

the program at least a day in advance by submitting a “Drop-in day form.” 

Payment of the drop-in fee is required on the morning their child attends 

or the parent will be invoiced.  The drop-in rate for Morning Care is 

$15.00.  See more detailed information under Program-Parent Relations in 

this handbook.   

 

 

After Care Program 
 

Admissions 

 

Children enrolled in kindergarten through fourth grade at the Wellington 

School are eligible for admission to the After Care Program.  Presently, 

the Program is available to all Kindergarten children via a lottery process 

which occurs during the spring shortly after the school does their 

Kindergarten registration. In the spring there is also re-enrollment period 

for current families during which time they have the opportunity to re-

enroll at their current schedule for the following year. For those who do 

not get into the program, via the Kindergarten lottery, a running wait list 

is created and those children are allowed to enroll based on availability. 

Children in grades 1-4 are also added to this wait list throughout the 

year. We are currently licensed for 170 children per day. The Kindergarten 

lottery and re-enrollment dates are announced well in advance of the 

deadline.  Each enrollment application must be accompanied by the non-

refundable registration fee and the deposit which is applied to the last 

month’s tuition.  Deposits are non-refundable after a child has started the 

Program. The Board of Directors reserves the right to make all final 

decisions concerning enrollment and admission to any of its Child Care 

Programs. 

 

Hours of Operation 

 

The After Care Program operates, while school is in session, between the 

hours of 2:50 pm and 6:00 pm, M,T,Th,F, and 1:40pm and 6pm on W, except for 

Early Release Days when we start at 11:40am.  

 

Example of Program Schedule (Times may vary per age group) 

 

2:50 pm Children arrive, sign in, and have a snack  

 

2:55 pm Group meeting and circle time  
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3-5:30 pm  Outdoor time(weather permitting); Quiet activities;& Curriculum 

Based Activities in one or more of these areas of development: 

Language/Literacy, Health, Science/Technology/Engineering,math, 

dramatic play, music/art/movement, history/social science.   

         Homework <40min> (Grades 2,3,4)  

 

5:30 pm Clean-up/Quiet activities 

 

5:45 pm Program moves to front lobby   

 

6:00 pm Dismissal  

 

Transitions 

 

Children are brought from their classrooms by their classroom teachers to 

the cafeteria and are transitioned to their AC teachers.  If any 

significant issues happened during the students day the classroom teacher 

notifies the AC teacher to manage any interactions or needs the student may 

have in AC.   

 

Snacks 

 

The Program provides children with healthy snacks.  We try to provide a 

fresh fruit or vegetable per day dependent on season.  Other snack items 

include cheese, assorted crackers, carrots, cucumbers, chips & salsa, etc.  

All food provided by the program is allergy friendly.  

 

Lunch (for Early Release days) 

 

Children can bring in their own lunches. The program will provide lunch at 

no extra cost to parents on ER days only.  For more detailed information on 

Early Release days see Program Policies in this handbook.   

 

Dismissal 

 

At pick up, parents are to make contact with their child’s teacher as well 

as sign the daily dismissal sheet, noting the time of pick up.  Children 

will be released only to their parents unless we receive parental 

authorization to release them to someone else.   

 

The Program will NOT release children to persons other than their parents, 

or their previously authorized designees, without parental authorization 

EACH TIME there is a change in the person making the pick-up.  Parental 

authorization must be written.  Only in emergency situations will we accept 

verbal permission over the phone (617-993-5638). 

 

After 6pm a late pick-up charge of $1/minute will be assessed per family. 

An invoice detailing the late charges will be given to the parent and if 

necessary mailed to the family’s home at the end of each month.  Immediate 

payment of late charges is expected. 

 

Drop-Ins  

 

After Care Drop-In is not available. Please contact the Director with any 

questions. 
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Program Policies 
 

Listed below are the Program Policies alphabetized from A-Z.  Parents are 

encouraged to share their opinions about existing or proposed policies to 

the Board of Directors or the Program Director in writing.  Review and 

approval of this handbook is done each school year by the Board of 

Directors. 

 

Absences 

 

When a child is absent from school, parents are requested to notify the 

Student Care Program at (617-993-5638) prior to the start of the 

appropriate Program.  If your child is in school, but will not be attending 

his/her MC or AC Program, you MUST notify the Program in advance by 

telephone (617-993-5638).  The easiest way to contact us when there is an 

absence is via email: davebrzenk@wellingtonstudentcare.com.  Without this 

notification, Program staff must search the school and grounds and make 

calls to track down a "missing child."    

 

If your child is absent from school due to illness, he/she may NOT attend 

any of the Student Care Programs.  If your child is absent from school, in 

whole or in part, due to any reason other than illness, s/he may attend the 

Program so long as the Program staff has been notified in advance of the 

child’s arrival. 

 

Except for school-approved activities (after-school sports, enrichment 

classes, scouting, gym parties, etc.) children may not leave the Program 

and return later without the prior approval of the Director and/or Lead 

Teacher. 

 

Appropriate Dress 

 

An important part of the program day is an outdoor recess, even in winter, 

unless the weather is inclement.  Therefore, each day student’s should have 

appropriate outdoor clothing:  hats, mittens, boots, etc. For a child to 

play in snow, snow pants are required.  Our staff can only be as 

responsible for the warmth and comfort of the children as their parents 

make possible.  Dressing children in layers may be helpful in the colder 

weather as the program space is often quite warm while outdoors may be very 

cold.  The children will be much more comfortable if they have a sweatshirt 

that can be removed inside or put on for outdoor play. 

 

Authorization and Consent to Leave the Program 

 

Third and fourth graders tend to be assigned more homework and projects 

that may require time at the library.  Children also occasionally enroll in 

music lessons at the Powers Music School on Concord Avenue or sign up for 

piano lessons with neighborhood teachers.  A number of children are 

enrolled in C.C.D. classes at St. Joseph's Church and some children have 

high school siblings that arrive home before their working parents.  If for 

any reason a parent wishes for his or her child to be allowed to leave the 

program without being met and signed out by an authorized adult, he/she 

must fill out and sign permission forms authorizing this dismissal.  The 

forms will be kept in the child's folder. 
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Bullying 

 

Bullying is defined in Bully Proofing Your School, by Cam Short-Camilli  

as: 

 Targeting a child for repetitive negative actions 

 Imbalance of power so victim can’t defend himself/herself 

 Unequal levels of affect. 

 

Bullying will not be tolerated or ignored in the Program.  The Program 

Staff will work with all children and parents to resolve bullying issues as 

they arise.  Consequences will include but are not limited to apologies, 

restitution, time away from the group, loss of privileges to choose own 

activity, meetings with parents, time away from the Program. 

 

More information can be found about Belmont School’s Policy on bullying at 

the following website:  http://www.belmont.k12.ma.us/bpip/  

 

Early Release Days 

 

On Early Release days, hours of operation for the Program are 11:30 am to 

6:00 pm. All systems in place remain constant:  Check in, Outside, 

Supervision etc.  Children can bring in their own lunches; however, the 

program will provide lunch at no extra cost to parents on ER days only.  

The Program supplies afternoon snack as in a regular After Care day. 

Special entertainment is sometimes scheduled for the children in the 

Program space on Early Release Days. In the past this entertainment has 

included visiting magicians, story tellers, etc. 

 

Sometimes on Early Release Days, a group will take a field trip.  Parents 

will be required to sign a permission slip for these activities.  In these 

groups, the staff-to-child ratio is smaller and a backpack with emergency 

instructions on each child, as well as a first aid kit is carried.  

 

If a field trip is planned for the entire group, there will be no child 

care coverage at the school.  Parents will be given as much advance notice 

as possible to make alternative arrangements should they elect not to send 

their child on the field trip. See Field trips under Program Policies for 

more information.   

 

Emergencies 

 

Medical 

 

The DEEC requires that you provide telephone numbers where you can be 

reached in case of medical emergency, as well as numbers of others to 

be called in case you cannot be reached.  This form includes a waiver 

which asks that you give permission for emergency medical treatment 

at an appropriate medical facility in the event of a medical 

emergency, when you or others listed on the form cannot be reached.  

PLEASE KEEP US INFORMED OF ANY PHONE NUMBER, OR ADDRESS, OR EMAIL, 

CHANGES. 

 

In the event of a medical emergency, the procedures listed below will 

be followed: 

 

1.  Should the child require immediate medical attention, an 

ambulance will be called and parents notified. 

 

2.  Should the Program staff be unable to reach the parents, the 

http://www.belmont.k12.ma.us/bpip/


Wellington PTO Student Care Program                                 
Final-Parent Handbook  

 

9  of 22 

child’s physician and emergency contacts will be called.   

 

3.  If a child requires transportation by ambulance to an area 

medical facility, a staff member will accompany him.   

 

4.    Within 24 hours a written accident/emergency report will be 
      submitted to the Director with a copy to parents.  

 

Other Emergencies (Fire drills, Emergency Evacuations, and lockdowns) 

 

Emergency protocols for fire drills, emergency evacuations, and 

lockdowns are coordinated with Wellington School staff.  While the 

Wellington PTO Student Care program adopts and adheres to these 

emergency protocols; we also have our own Emergency and evacuation 

procedures.  Please see the program director for more detailed 

information 

 

Enrichment Programs/Outside Activities 

 

The Wellington PTO, operating independently from the Student Care Programs, 

offers after school enrichment classes for students at various times in the 

fall and in the spring.  Classes are offered in such areas as karate, 

science, music and movement, foreign languages, art, etc.  The classes run 

from 2:55 pm to 3:55 pm.  The cost of these programs is not included in the 

Student Care Program tuition. 

 

In addition to the enrichment classes described above, After Care students 

in the 1st through 4th grades may participate in other Wellington-based 

afternoon programs such as after-school sports, scouting, etc.  Once again, 

the cost of these programs is not included in the Student Care Program 

tuition.  Parents are responsible for enrolling their child (ren) in an 

enrichment program. 

 

With After School Sports, Brownies, Scouts, Enrichment Clubs, etc. please 

remember to complete a required program permission form before the activity 

starts.  All student care sign-in procedures apply BEFORE children can 

attend any PTO after school enrichment activities.   

 

Escort Policy - Off-Site 

 

Program staff is not able to provide off-site escorts for children’s after 

school commitments that are taking place outside of the Wellington School.  

Parents are responsible for making their own arrangements for 

transportation to off-site activities, and should formally notify the staff 

of those arrangements. 

 

Field Trips 

 

Written permission from parents is required for EACH outing except for 

walks around the school grounds or the local neighborhood of the Wellington 

School.  For longer-distance trips, chartered buses or MBTA buses and 

trains will be used.  For such trips, parents must sign a permission slip 

authorizing their child's participation.  Field trip transportation will be 

specified on each permission form.  On these outings, the staff-to-child 

ratio is smaller and a backpack with emergency instructions on each child, 

as well as a first aid kit is carried. 

 

If, on an Early Release day, a field trip is planned for the whole group, 

there will be no child care coverage at the school.  Parents will be given 

as much advance notice as possible to make alternative arrangements should 
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they elect not to send their child on the field trip. 

 

Food Allergies, including Life Threatening Food Allergies  

 

Families of children who have life-threatening allergies must provide the 

program with an up-to-date epi pen and physicians instructions for use 

prior to the child’s attendance at the Program. 

 

The food the Program purchases for Morning Care and After Care is nut free. 

Other food allergies are accommodated on a program-wide or individual basis 

depending on the nature and the severity of the food allergy.   

 

All food and beverages consumed in Morning Care is purchased by the 

Program.  Allergies are accommodated on an individual basis.  The breakfast 

table is carefully washed when the children have finished eating.  

 

On early release days, children in After Care eat lunches they bring from 

home.  Again, every reasonable effort is made to keep children with food 

allergies safe and away from food items that might cause an allergic 

reaction.  The tables used during lunch are carefully washed when the 

children have finished eating.  

 

Homework 

 

Careful attention is paid to age-grouping of children, with special 

activities for kindergarten and first graders.  Older children have the 

opportunity to complete homework assignments (grades 2-4).  Our staff will 

encourage all children with homework to accomplish as much as they can; 

however, it is not our policy to enforce completion of all assignments.  

After Care staff is there to help students, not tutor them on a one-on-one 

basis.  The size of the staff relative to total enrollment does not permit 

this sort of focused attention. 

 

Illness/Medications 

 

If your child has or has been exposed to a communicable disease (for 

example, chicken pox, pinworms, lice, conjunctivitis, strep infections), 

please inform the Director so that other parents can be notified as 

appropriate.   

 

If your child requires the administration of prescription medicine during 

Program hours, a form must be filled out by the child’s physician or nurse 

practitioner detailing instructions, dosage, etc.  All medication must be 

in its original prescription bottle.  Written parental permission is also 

required.  All forms can be obtained from the Program staff.  Unless 

instructed by the child’s physician, in writing, only prescription medicine 

will be administered.   

 

AT NO TIME WILL CHILDREN BE ALLOWED TO TRANSPORT MEDICATION. 

 

All medication will be administered by a staff member, or upon written 

request of a parent, the child may be permitted to administer his or her 

own medication under the supervision of a staff member.  Medication will 

not be administered contrary to the directions on the original container 

unless so authorized by a written order of the physician.  

 

Children who have asthma may, with written parental consent and 

authorization of their physician, carry their own inhalers and use them as 

needed, without the direct supervision of a staff member. 
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Missing Children 

 

The Lead Teacher or Director will designate a staff member to be 

responsible for looking for a missing child.  This staff member will check 

the absentee list, check phone messages, check with the School Office for 

possible early dismissal, activity groups to see of the child neglected to 

sign in before the activity (if so, the child is removed from the activity 

and must return to the Program space to sign in).  If none of the above is 

successful in locating the child, the parents will be called. 

 

Photo/Video Sharing Policy  

 

No photos or videos taken at events or daily activities of the Program may 

be displayed on public websites without written parental permission.   

 

Resting 

 

If our Kindergarten Lead feels that a child needs some quiet time, space 

will be provided where the child may rest while listening to a story or 

some quiet music. 

 

Sign-In 

 

The Program is not responsible for children until they sign in.  All 

children must sign in with the attendance teacher.  If your child plans to 

attend another activity in the school, a written permission slip must be on 

file with our program before your child can be released to that after 

school activity (ASE, Girl Scouts, etc.).  Children report directly to 

their activity. When the activity is complete they are then checked in to 

the After Care program. If they do not arrive at this time the procedure 

outlined on p.11 for missing children is adhered to.   

 

Snow Days, Vacations and Holidays 

 

The Wellington PTO Student Care Programs will not operate on snow days 

announced by Belmont Public Schools, or on regularly-scheduled school 

vacations or holidays.  If the Belmont Public Schools announce delayed 

school opening, there will be no Morning Care.  The Program also will not 

operate during school vacation weeks or the summer vacation period.   

 

Transportation 

 

The Wellington PTO Student Care Program does not provide, nor is it 

responsible for, transportation of children to and from various programs 

within the school.  The only exception will be transportation arranged for 

Program field trips.  
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Behavior Management of Students 
 

 

Discipline Guidelines 

 

A student behavior code is an essential part of the Program, with the goal 

of maximizing the growth and development of the children and protecting the 

group and individuals within it.  The following guidelines are used in 

assisting parents and teachers to develop and maintain appropriate and 

acceptable student behavior: 

 

1.  Group Leaders will clearly define appropriate behavior codes 

and limits to the students. 

 

2.  Where appropriate and feasible, children shall participate in 

the establishment of rules, policies, and procedures. 

 

3.  Group Leaders will be positive, constructive, fair, and 

consistent, and will respond positively to appropriate 

behavior. 

 

4.  The removal of the child for a few minutes from activities may 

be used to help the child gain control of his/her behavior if 

all other attempts at redirection are not successful. 

 

5. Group Leaders will help the child to process the inappropriate 

behavior and its consequences.  

 

6.    In the event of highly inappropriate behavior (including but 

not limited to biting, spitting, punching, kicking, bullying, 

verbal taunting, etc.) an Incident Report will be filled out 

and placed with the child’s Program Records.  A copy of the 

report will be given to the child’s parent(s).  If there are 

repeat incidents a conference with the parent(s) may be 

required. 

 

As stated in the DEEC regulations: "No child shall be subjected to abuse or 

neglect, or to cruel, unusual, severe, or corporal punishment, including:  

any type of physical hitting inflicted in any manner upon the body; 

punishments which subject a child to verbal abuse, ridicule, or 

humiliation; denial of food, rest or bathroom facilities; punishment for 

soiling, wetting, or not using the toilet; or punishment related to eating 

or not eating food." 

 

 

Disciplinary Procedure 

 

If a child's behavior is deemed to be "out of control" and the staff has 

exhausted the normal behavior management guidelines without success, the 

parent will be called to remove the child immediately from the Program.  

The child will not be allowed to return to the Program that day, and will 

not be permitted to return to the Program until a parent-teacher conference 

has taken place.  This conference will be documented and will go into the 

child's file.  During this conference, it will be decided when the child 

may return to the Program.  Options such as a shorter day, a shorter week, 

an outside activity, etc. will be discussed with the Parents. If deemed 

necessary we will work with the family and Wellington School Personnel to 

provide referrals for evaluation and services.  Support and training will 

be provided for the staff to help them deal with children that have 

challenging behaviors.  If we conclude that a behavioral intervention plan 
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is appropriate, we will work with the family and the Wellington School 

Personnel to provide a coherent and consistent plan across the student’s 

day. 

 

If after three conferences the issues have not been resolved the situation 

will be brought to the program Board of Directors for resolution.  A child 

may be removed from the Program permanently only by majority vote of the 

Board of Directors. 

 

 

Abuse and/or Neglect Prevention 

 

ALL STAFF MEMBERS ARE MANDATED REPORTERS.  All suspected instances of child 

abuse or neglect will first be reported to the Program Director who will 

report suspected cases of child abuse or neglect to the Massachusetts 

Department of Social Services, Office of Transitional Assistance, 30 Mystic 

Street, Arlington, MA 02474, telephone 781-641-8500.   

 

All staff on their own, may report suspected child abuse and neglect.  The 

report shall be made either to the Department of Social Services pursuant 

to MGL c. 119, s. 51A or to the licensee’s Program Director. 

 

 



Wellington PTO Student Care Program                                 
Final-Parent Handbook  

 

14  of 22 

Communications 
 

Parent Visits  

 

Parents are welcome to visit their child in the Program space during 

regular hours of operation.  However, in morning care; we do ask that you 

check with the teacher in advance for scheduling purposes. 

 

Parental visits to the After Care program are always welcomed. Arriving a 

little early may give parents an opportunity to become familiar with their 

child’s afternoon experience.   

 

Parent Conferences 

 

If a parent wishes to have a conference with his/her child's teacher, the 

parent should either call the Program Director or speak with the teacher 

directly to arrange an appropriate conference time.  Parents should not 

assume that Program staff is available for such conferences at pick-up 

time, as this can be a very busy time for staff.  If a parent needs an 

interpreter to effectively communicate with the staff, every effort will be 

made to accommodate their needs.   

 

Communication Language Tools 

 

If a child needs language assistance to effectively communicate with staff 

and students; the program will utilize picture flash cards to assist the 

student in communicating basic needs: sick, hurt, hungry, thirsty, 

bathroom, play, etc.  Other devices will be utilized as needed.   

 

Referral Services 

 

When referrals are necessary to obtain appropriate social, mental health, 

and medical services for the Program, the Director will refer the situation 

to the Wellington School Principal and Guidance Counselors.  Program 

parents must sign an authorization form allowing such communication. 

 

Progress Reports 

 

Children’s progress reports are required by DEEC.  The staff will conduct 

these reports towards the end of the school year.  The progress reports 

will cover appropriate developmental domains. 

 

Daily Communication 

 

For daily communications regarding changes to your child’s schedule; (such 

as pick-up, absences, birthday parties, school based activities, Dr. Appt., 

etc.) to email the Director @ davebrzenk@wellingtonstudentcare.com  in a 

timely manner. You can also leave a voice mail @ (617)993-5638. Notes to 

the classroom teacher are ineffective as they do not always reach us in a 

timely manner.  With After School Sports, Brownies, Scouts, Enrichment 

Clubs, etc. a required program permission form must be signed and on file 

in the program before the activity starts.  

 

 

 

 

 

 

 

 

mailto:davebrzenk@wellingtonstudentcare.com
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Email Communication 

 

The Director, administrator, and bookkeeper of the program will utilize 

email communication to correspond with parents in reference to parent 

notifications, announcements, some financial communication, newsletters, 

etc. davebrzenk@wellingtonstudentcare.com.  

 

mailto:davebrzenk@wellingtonstudentcare.com
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Program-Parent Relations 
 

Payment of Registration Fee 

 

A registration fee is of $35 is due with your enrollment form. The 

registration fee is non-refundable.  Please include the registration fee 

and your program deposit fees ($100 per child for MC and $250 per child for 

AC or $250 for both MC & AC) made payable to the Wellington PTO Student 

Care program with the enrollment forms. Payment of registration fees per 

family and deposits per child can be written on one check.   

 

 

Payment of the Deposit  

 

A deposit is required for each program (MC $100, AC $250, both $250) for 

each child.  Once your child has begun a program the deposit is non-

refundable if you choose to withdraw from the program before the end of the 

school year.  The $100 or $250 deposit will be credited to your final 

tuition payment in May.  Payment of registration fees and deposits per 

family can be written on one check.   

 

Payment of Tuition 

 

Tuition is to be paid in 5 payments (due the 10th of the month of September, 

November, January, March, and May.)  The amount of the initial deposit will 

be applied to the final (May) payment.   

 

Tuition is determined on a yearly basis by the Board of Directors, based on 

projected expenses and enrollment. Scholarships will be given on a limited 

basis, subject to the availability of funds and a demonstration of need.  

Financial aid applications are available at registration from the Program 

Director.    Any family desiring further information should contact the 

Program Director. 

 

 

Late Tuition Payment Fee 

 

For all families, tuition is due on the tenth of the months of September, 

November, January, March, and May.  A late fee of $35.00 will be charged 

for payments received after the 20th day of the payment month.  The $35.00 

late fee will be added to the tuition payment. 

 

 

Assessment of Fees for Late Pick-up 

 

The After Care Program closes at 6:00pm on each day of regular operation.  

The expectation of the Program is that children will be picked up no later 

than 6:00pm.  If the parent or responsible guardian will be late, he/she 

needs to arrange for someone on his/her approved pick-up list to pick-up 

his/her child or children.  If pick-up occurs after 6:00pm, a late fee of 

$1.00 per minute will apply. If a parent is consistently late, enrollment 

may be suspend or terminated at the Director’s discretion. 

 

Payment of Drop-in Fees 

 

If your child is enrolled in either the Morning Care or After Care program, 

s/he may attend Morning Care drop-in basis. The drop-in rates are $15 for 

Morning Care and there is no drop-in for After Care. A “Drop-in” day fee 

may be payed the day of use or you will be billed separately. You need to 

notify the program at least, the day before you plan on utilizing the drop-
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in program to manage teacher/student ratios.  In an emergency situation we 

will accept same day drop-in notification by phone or email. 

 

Non-Payment of Tuition   

 

If your tuition payment and/or co-payment is more than 30 days overdue, 

their child/children may be excluded from the Program until all financial 

obligations are fulfilled.  Parents will not be allowed to re-enroll their 

child/children if tuition is still owed from the previous year.   

 

Returned Checks 

 

If a payment made by check is returned for insufficient funds, any bank 

charges incurred by the program shall be reimbursed by the originator of 

the check.   

 

Expected Parent Behavior 

 

Just as parents participating in the Wellington Student Care Programs 

expect Program staff to treat them with courtesy and respect, the staff 

also expects similar consideration and regard from parents.  Parents are 

expected to be positive, constructive, and fair in their interactions with 

staff, children, and other parents within the Program space.  

 

Even in situations where conflict may occur, parents are expected to use a 

tone of voice and language which is appropriate and not threatening or 

insulting.  Body language and physical contact in such situations should 

also be of a non-threatening nature. 

 

Examples of parent behavior which will not be tolerated include: 

 

1.   Striking or verbally abusing a child or a member of the Program 

staff. 

 

 2.  Unauthorized use of Program property or records. 

 

 3. Use of alcohol or drugs in the Program space. 

 

4. Willful destruction of Program property. 

 

If Program staff feel that a parent’s behavior falls outside the expected 

norms they will inform the Lead Teacher of the appropriate program and the 

Program Director, who will seek appropriate resolution of the problem.   

 

Should such parent behavior continue; it will result in notification of the 

Board of Directors and possible action taken against the parent by the 

Board.  Such action will include a written warning stating specific 

descriptions of parent actions, a statement of expected improvement, and a 

statement of action to be taken if the problem behavior continues.  A copy 

of any written communication from the Board will be retained in the child’s 

file. 

 

If the behavior continues, action will be taken to exclude the parent from 

the Program space.  A majority vote of the Board of Directors is needed to 

deny a parent access to the program space.   
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Dismissal from the Program 

 

A child can be dismissed at any time from the Program because of behavioral 

problems. Dismissal for behavior problems is made at the Program Director’s 

discretion in consultation with the Board of Directors. In the event of a 

dismissal, liability to pay tuition will continue only so long as the child 

is actually in the Program. 

 

At the discretion of the Director, in consultation with the appropriate 

Lead Teacher, children can be temporarily suspended from the Program. Such 

action can be taken for reasons that include, but are not limited to, the 

following: a child's absence from the Program without permission, a child's 

failure to check in at the Program after school, a child's failure to 

follow the Program rules or behavior that may harm another child or staff 

member. 

 

Return to the Program 

 

A child who has been dismissed from the Program may return ONLY after: 

 

1. Parents have met with Program staff members and the Program 

Director. 

 

2.  The Program Director and Lead Teacher are satisfied that staff 

are able to deal with the child's behavior and an effective 

plan has been put in place to deal with parent concerns. 

 

Parent Grievances 

 

Parent concerns regarding Program curriculum or schedule, situations 

regarding staff interaction with children, or conflicts between children in 

the Program should be brought to the Lead Teacher.  If the matter cannot be 

resolved to the parent’s satisfaction through communications with the Lead 

Teacher or conferences with Program staff arranged by the Director, the 

parent may bring the matter before the Program Board of Directors. If a 

parent cannot resolve a concern regarding the Program Director, s/he should 

contact the President of the Board of Directors.   

 

Program Evaluation and Opening Meeting 

 

In addition to the procedures described in the section above, the Student 

Care Programs will also solicit feedback from parents every other year.  

All parents will be asked to complete a survey about the Program, every 

other year, in the spring.  Parents may complete the survey anonymously if 

they choose.  The Board of Directors and the Program Director will discuss 

the results of the survey at the annual meeting in September.   

 

Board of Directors Meetings 

 

All parents and guardians who have children enrolled in the Student Care 

Programs are Class B members of the Wellington PTO.  As members, they are 

entitled, and encouraged, to participate in the oversight of the Program by 

attending the monthly Board of Director’s meetings and, particularly, the 

annual meeting held each May.  Notification of the annual meeting is 

emailed and posted in the program space to ensure all members are notified. 

 

The Class B members are responsible for electing new Board members at the 

annual meeting.  Voting must be in person and not by proxy.  A minimum of 

10% of the membership must be present to elect the new members. 
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Department of Early Education & Care 
Parents Rights/Information from the state 

 

Parent Information 

 

The General Laws of the Commonwealth of Massachusetts mandates to the 

Department of Early Education and care the legal responsibility of 

promulgating and enforcing rules and regulations governing the operation of 

child care centers (including nursery schools), and school age child care 

programs.   

 

These regulations, 102 CMR 7.00, establish minimum standards for operation 

of group child care and school age child programs in the Commonwealth.  The 

regulations require certain things of licensees (child care program owner) 

in regard to their work with parents.  A Summary of the required parent 

information, rights, and responsibilities follows.   

 

Parental Input.  The licensee must appropriately involve parents of the 

children in care in visiting the program, meeting with the staff and 

receiving reports of their children’s progress.  The program must have a 

procedure for allowing you to give input and make suggestions, but it is up 

to the program to decide whether or not they will be implemented.   

 

Meeting with parents.  In group childcare programs, the licensee shall 

assure that the administrator or his designee meets with the parent(s) 

prior to admitting a child to the program.  The parents shall have an 

opportunity to visit the program’s classrooms at the time of the meeting or 

prior to the enrollment of the child.  In school age programs, the licensee 

shall provide an opportunity for the parent(s) and child to visit the 

program and meet the staff before the child’s enrollment.   

 

Parent Information.  The licensee must provide to the parents upon 

admission of their child the program’s written statement of purpose, 

including the program philosophy, goals, and objectives, and the 

characteristics of the children served; information on the administrative 

organization of the program, including lines of authority and supervision; 

the program’s behavior management policy; the program’s plan for referring 

parents to appropriate social, mental health, education and medical 

services for children; the termination and suspension policy; a list of 

nutritious foods to be sent for snacks or meals; the program’s policy and 

procedures for emergency health care and the illness exclusion policy; the 

program’s transportation plan; the procedure for administration of 

medication, and, upon request, a copy of the complete health care policy; a 

copy of the fee schedule, and in school age child care, the procedures for 

on-going parent communication.  All of this information may be contained in 

a “Parent Handbook”.   

 

Parent Conferences.  The licensee must make staff available for individual 

conferences with parents at your request.   

 

Progress Reports.  At least once per year the licensee should provide you a 

report to discuss your child’s activities and participation in the program.  

The Licensee will prepare a written progress report for your child, will 

provide a copy to you, and will maintain a copy of the report in your 

child’s file.  If your child is an infant or a child with disabilities, you 

should receive a written progress report at least every three (3) months.  

Program staff must bring special problems or significant developments, 

particularly if they regard infants, to your attention as soon as they 

arise.   

 



Wellington PTO Student Care Program                                 
Final-Parent Handbook  

 

20  of 22 

 

Parent Visits.  You have the right to visit the center and your child’s 

room at any time while your child is present.   

 

Children’s Records.  Information contained in a child’s record is 

privileged and confidential.  Program staff may not distribute or release 

information in a child’s record to anyone not directly related to 

implementing the program plan for the child without your written consent.  

You must be notified if your child’s record is subpoenaed.   

 

Access to your child’s record.  You are entitled to have access to your 

child’s record at reasonable times on request.  You must have access to the 

record within two (2) business days of your request unless you consent to a 

longer time period.  You must be allowed to view your child’s entire 

record, even if it is maintained in more than one location.  The center 

must have procedures governing access to, duplication of, and dissemination 

of children’s record, and must maintain a permanent, written log in each 

child’s record which identifies anyone who has had access to the record or 

who has received any information from the record.  This log is available 

only to you and the people responsible for maintaining the center’s 

records.   

 

Amending your child’s record.  You have the right to add information, 

comments, data, or any other relevant materials to the child’s record.  You 

also have the right to request deletion or amendment of any information 

contained in your child’s record.  If you believe that adding information 

is not sufficient to explain, clarify, or correct objectionable material in 

your child’s record, you have the right to a conference with the licensee 

to make your objections known.  If you have a conference with the licensee, 

the licensee must inform you in writing within one week of his decision 

regarding your objections.  If the licensee decides in your favor, he must 

immediately take the steps necessary to put the decision into effect.   

 

Transfer of Records. When your child is no longer in care, the licensee can 

give your child’s record to you, or any other person you identify, upon 

your written request.   

 

Charge for copies. The licensee shall not charge an unreasonable fee for 

copies of any information contained in your child’s record.  

 

PROGRAM RESPONSIBILTITES  

 

Providing Information to the Department  

The program must make available any information requested by the Department 

to determine compliance with any Department regulations governing the 

program, by providing access to its facilities, records, staff and 

references.   

 

Reporting abuse or neglect  

All center staff are mandated reporters.  They are required by law to 

report suspected abuse and neglect to either the Department of Social 

Services or to the licensee’s program administrator.  The licensee must 

have written policies and procedures for reporting and must provide the 

written policy to you upon enrollment.   

 

Notification of injury  

The licensee must notify you immediately of any injury which requires 

emergency care.  The licensee must also notify you, in writing, within 24 

hours, if any first aid is administered to your child.  
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Availability of EEC Regulations  

The program must maintain a copy of the regulations, 102 CMR 7.00: 

Standards for the Licensure or Approval of Group Day Care and School Age 

Child Care Programs, on the premises of the center and must make them 

available to any person upon request.  If you have a question about any of 

the regulations, ask the center to show them to you.   
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