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Locations & Hours of Operation

Alexander K. McClure Elementary School
600 W. Hunting Park Avenue, Philadelphia, PA 19140

e After-School Programming: Monday-Friday, 3:00pm - 6:00pm

Overbrook Educational Center

6722 Lansdowne Avenue, Philadelphia, PA 19151
e Before-School Programming: Monday-Friday, 7:30am -8:15 am
e After School Programming: Monday-Friday, 3:00pm - 6:00pm

Richard R. Wright Elementary School
2201 N. 28th Street, Philadelphia, PA 19132

e After School Programming: Monday-Friday, 2:00pm - 6:00pm

Joseph Pennell Elementary School
1800 Nedro Avenue, Philadelphia, PA 19141

e Before-School Programming: Monday-Friday, 7:30am -8:15 am
e After School Programming: Monday-Friday, 3:00pm - 6:00pm

Our programs operate at multiple locations with specific hours for before- and/or after-school
programming. While we offer multiple programs across several sites, youth may only attend the
program location and time slots for which they are officially enrolled. LEGACY does not provide
drop-in childcare services.

About This Handbook

This handbook will help to explain our Out-of-School Time rules, policies, and procedures to
ensure your child and family have a wonderful experience after school! Please take a few
minutes to become familiar with this information. On your Enrollment Application, you will be
asked to acknowledge your understanding of and agreement to the policies outlined in this
handbook. LEGACY reserves the right to update this handbook at any time.

Who We Are
Mission

Preparing youth for success through our inclusive community — using tennis, education and
character programming.

Board of Directors

Since our founding in 1952, Legacy Youth Tennis and Education has been guided by a Board of
Directors made up of volunteers. Board members are willing to give their time, talents, and
enthusiasm to ensure LEGACY is fiscally sound and maintains the industry's highest standards.
The board is led by the chairperson and is organized by committees. Committees meet
independently as needed. Requests to address the board may be submitted to
dmonteleone@legacyyte.org.
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Licensing

Our Out-of-School Time site is guided by PA-DHS school-age child care center standards and
PHMC/OCF policies. Regulations pertain to health and safety matters, record-keeping,
child-to-staff ratios, and more. If you have any questions regarding licensing or regulations,
please speak with the Site Director.

Enroliment

Admissions Process

OST programs are provided to your children and family at no cost. All school-based OST
program participants must be students enrolled at the school where the program is contracted
to occur unless prior approval is received. Families may access our enrollment application
online or in-person with the Site Director.

Registration & Requirements for Enroliment

Before youth may attend programming, families must complete all enrollment paperwork.
Families must register their child(ren) for each OST program offering in order to participate. This
includes separate registration for: before-school program, after-school program, EDEY
spring/winter break camps, and Summer Achievers programming. Please note that enrollment
in one of these programs does not guarantee a slot in any other OST program locations.

Please note that LEGACY does not offer any drop-in programming.

Upon receipt of the enrollment application, the families will receive confirmation of enrollment,
the child’s start date, and a copy of the family handbook.

On the first day a child attends programming, LEGACY must have in each child’s file:
e A completed Enroliment Application (Including authorization forms, emergency contact
forms, etc.)
e A health assessment and immunization record by a licensed physician
e Completed medical action plan (if applicable)

PLEASE NOTE: We are required to have each of these forms in our files in order to maintain our
license to operate. Regulations require us to exclude from the program any student whose files
are incomplete until we have received their missing paperwork. We appreciate your cooperation.

Withdrawing

If you need to withdraw your child from OST, you must give notice in writing. This helps us
ensure we can provide your child’s slot to a student on our waiting list. LEGACY may be able to
work with families who wish to withdraw their child for ten weeks or less (i.e., due to an
extended trip outside the country). If this is the case, you must send the request in writing to the
Site Director at least 2 weeks in advance.
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OST Calendar

Program Calendar/Inclement Weather

You will be provided a calendar upon enrollment. In case of inclement weather, LEGACY OST will
close as determined by PHMC, OCF, and the School District of Philadelphia.

e If the School District of Philadelphia schools are CLOSED, LEGACY OST WILL BE CLOSED
(With the exception of half-day programming, EDEY summer, spring, and winter break
camps).

e If schools are operating on a delay/early dismissal, LEGACY will work with School
Administration to communicate adjustments to programming hours with families.

LEGACY will communicate emergency/inclement weather closures via email and Class Dojo.

Field Trips and Special Events

LEGACY connects with and uses our community’s resources to provide additional hands-on
learning experiences. In-house learning events may include educational experiences through
local museums, experts, guest speakers, and other organizations.

Field Trips

LEGACY will periodically provide opportunities for off-site field trips. In order for your child to
attend these experiences, parents/guardians will be required to sign a field trip permission form
for each event.

Outdoor Activities

We play outside when weather permits. When the weather keeps us inside, we find safe and fun
ways to get active indoors.

Air Quality

LEGACY Site Directors monitor the conditions and make decisions about outdoor time using the
US Air Quality Index (AQI). On days that are labeled code yellow, outdoor time will be reduced.
Children will not go outside on days labeled code red, and physical activities will occur indoors.
In exceptional cases such as a child with asthma or an extreme allergy condition, a doctor's
note is required outlining proper care for the child.

Homework Policy

Our goal is to help youth develop good study habits and time management skills while also
experiencing fun enrichment activities. LEGACY offers a supportive environment where youth
can complete homework during a designated time each day. While staff are available to provide
general guidance and encouragement, we do not offer one-on-one tutoring or guarantee that all
assignments will be completed/checked for accuracy. Families are encouraged to review their
child’s homework at home and follow up with school-based staff as needed.

Meals and Snacks

Breakfast is provided for before-school program participants. Afternoon snacks are provided for
after-school program participants.
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Special Dietary Needs

We encourage all students to eat the meals provided at OST; however, we understand that may
not be the best option for all students. LEGACY will coordinate with families to obtain
documentation from a doctor for youth with food allergies or intolerances, or restrictions.

If you would like to provide your child meals from home and/or have a child with special feeding
needs, please reach out to the Site Director to discuss.

Communication & Family Involvement

Communication

Children thrive when the relationship between the family and the program is a partnership. We
strongly believe in positive two-way communication. Families are encouraged to communicate
with their LEGACY Site Director in whatever way is most convenient for them. This may include
by phone, email, or in person. Information is shared with families through verbal conversations,
Class Dojo, newsletters, flyers, family bulletin boards, notes, phone calls, posters, events, and
e-mail.

All LEGACY employees are expected to treat all children and families with respect and dignity. In
return, we expect the same from all of our families. If difficulties arise, we encourage families to
share their concerns with the Site Director. Inappropriate language directed toward staff and/or
in front of children will not be tolerated. Through communication, we will work to resolve the
issue. If you are not satisfied with the solution, we encourage you to contact the Associate
Director of Community Programs, Chris Pender (cpender@legacyyte.org). Please do not
confront children or other parents in our program. When any member of the community shows
behavior that threatens the safety of others or shows repeated disrespect towards other
members of our community, LEGACY reserves the right to ask the family in question to leave the
premises immediately and work with PHMC and school leadership to resolve the issue.

Communicating Concerns

We encourage you to reach out to the Site Director at any time if you have questions, concerns,
or want an update on your child’s progress. If at any point you have developmental concerns for
your child, please reach out to the Site Director to discuss. We are happy to provide strategies,
resources, or community programs that may be of support.

Community Resources & Supportive Services

While LEGACY specializes in providing high-quality enrichment programming for our youth, we
recognize that our students and families may have needs beyond the scope of our programs.
We will work with families to:
e Locate community resources for emergency assistance in areas such as food, clothing,
utilities, housing, and counseling.
e Support positive behavior strategies in programming.
e Connect families with school resources to support overall wellbeing and inclusion.

Please reach out to the Site Director if you are in need of additional support.
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Personal Belongings

To prevent items from becoming misplaced or lost, please label ALL items brought from home
with your child’s name.

Clothing & Shoes

Make sure your child is wearing shoes for easy movement. Flip-flops, crocs, clogs, and
slick-bottomed shoes often cause children to fall when running outside and limit their play.
Please be sure that your child’s shoes are closed-toe with a closed heel or heel strap. Shoes are
required for all students.

Belongings from Home

Your child will be provided with materials and enrichment supplies daily. Please leave other toys
and belongings at home, as bringing a treasured object to school can create tension between
children and stress for children and staff if something is lost or misplaced. Toy weapons are not
permitted.

All personal cell phones and electronics (except augmentative communication and medical
devices) brought to school must be stored in the “off” position in the child’'s backpack. Use of
personal electronics is not permitted during programming. LEGACY is not responsible for lost or
damaged personal belongings.

Behavior Guidelines

Research indicates that children with strong social-emotional skills tend to be happier, show
greater motivation to learn, have a more positive attitude toward school, more eagerly
participate in class activities, and demonstrate higher academic performance than students
who exhibit social and emotional difficulties (Hyson 2004; Kostelnik et al. 2015).

Additionally, socially-emotionally healthy children are better able to establish and maintain
positive relationships with adults and peers. To support our students in developing these skills,
we take a proactive and preventive approach to guidance that reinforces appropriate behaviors
rather than focusing on inappropriate behaviors.

e Our Environment: We provide children with exciting materials and engage them in
activities that are appropriate for their age to keep them focused and attentive. We
develop schedules that meet the needs of young children by avoiding long periods of
wait time without activity. Yet, our schedule is flexible enough to follow the children’s
interests as well as their cognitive, physical, and biological needs.

e Our Staff: We work to develop a strong rapport with each child speaking to children
calmly, especially during redirections. We help children put words to their emotions. We
use social stories to help teach our students healthy social skills. We strive to serve the
individual needs of each child while ensuring the safety of young children.

e Our Families: We communicate regularly with families to ensure consistency in guidance
between home and school. We partner with families to offer support, guidance and, if
necessary, connect them with experts to help give their children the best foundation for
academic and life success.

Hyson, M. 2004. The Emotional Development of Young Children: Building an Emotion-Centered Curriculum, 2nd ed. New York:
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Teachers College Press

Kostelnik, M.J., A.K. Soderman, A.P. Whiren, M.L. Rupiper, & K.M. Gregory. 2015. Guiding Children’s Social Development and
Learning: Theory and Skills, 8th ed. Stamford, CT: Cengage.

Challenging Behavior Procedures
When any child presents with challenging behavior, staff will aim to help children by:

e Observing events, activities, interactions, and other factors that predict and may
contribute to challenging behavior.

e Responding to challenging behavior, including physical aggression, in a manner that
provides for the child's safety and the safety of others in the classroom. Our response
will be calm, respectful and give the child information on what is acceptable behavior
and what is not.

e Documenting the challenging behaviors and the intervention methods that were
attempted in a log. Documentation may include incident reports, ABC charts, or Behavior
Plans.

e Engaging in family discussions regarding a child’'s behavior.

e Coordinate with the program’s Supportive Services Coordinator, if available, to provide
information on helpful resources and accommodations.

Culminating Events

Family participation is encouraged and welcomed for our culminating events, and gives families
and school communities the opportunity to celebrate their children’s growth. LEGACY uses
Culminating Events to offer family participation and showcase our youth'’s learning.

Home Language

It is important to LEGACY that all families are given the opportunity to fully understand, interpret,
and become involved in their child’'s education. LEGACY will work with the family to provide
information in the language they are most comfortable with for any family that makes a request.
Please reach out to the Site Director if you are in need of support.

Confidentiality

All information contained in your child’s records, including your personal information, is
confidential. Anyone who is not directly involved in the care of your child or affiliated with
LEGACY, protective services, or other government agencies will not have access to your child’s
records without your written authorization court order.

Temporary Withdrawal

LEGACY will work to accommodate families who wish to withdraw their child for ten weeks or
less (i.e., due to an extended trip outside the country). If this is the case, you must send the
request in writing to the Site Director at least 2 weeks in advance.
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Arrival/Dismissal

Signing In/Out

LEGACY programs monitor attendance by updating their attendance records daily. All students
are required to sign in upon arrival and be signed out by a parent/guardian/authorized pickup
person upon dismissal. “Name to Face” headcounts occur throughout the day, particularly when
moving about the center at every threshold.

The complete Sign-In/Out procedure is as follows:

Sign-In:
e All children grades three (3) and above must sign themselves into the program each day
with their full name and time of arrival. Students grades two (2) and below will be signed
in by a school or OST staff member.

Sign-Out:
e All children and/or their parents and/or caregivers must sign themselves/their children
out each day with their full name and time of dismissal.
e Staff may not sign out on behalf of children or their parents or caregivers.

Dismissal

When you arrive to pick up your child, you must sign your child out each day. Sign-out sheets are
available at the front entrance. It’s also critical that you check in with LEGACY staff before
leaving. LEGACY does not provide after-hours service. If you believe you will arrive after the
conclusion of programming, please alert LEGACY as soon as possible.

Late Pick-Ups

LEGACY does not offer late pickup. If you fail to pick up your child or contact LEGACY, and if you
or another authorized emergency contact cannot be reached within 30 minutes after closing
time, LEGACY staff will follow School District policy, including contacting school police.

Change in Pickup Person

The safety of our students is our top priority. You must notify the Site Director in writing if
someone other than you will be picking up your child. LEGACY staff will only release your child
to the parents and guardians or the other adults you authorized on the student’s Enroliment
Application or with written permission. If you need to authorize a new pickup person, please fill
out an updated Emergency Contact Form. For your child’s safety, any time a person we do not
recognize comes to pick up your child, we will ask for a government-issued photo ID.

Custodial & Foster Care

Some families have legal custodial orders that address who is permitted to pick up or visit a
child. If there are custody orders or protection orders relating to your child, a copy must be
provided to LEGACY for your child’s file. This information is confidential and solely for the safety
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and well-being of your child. Families must update the Site Director when custody orders change
or expire. Please note that employees cannot be responsible for supervising parenting time
(visitation), and, as a result, visitation for non-custodial parents is not permitted in our programs.

For enrolled children in the foster care system, LEGACY will need to receive a copy of the foster
care paperwork. LEGACY will release the child only to the foster parents or the child’s
caseworker, who must sign the child in and out on the visitor’s list and provide proper
identification. The caseworker must verify any additions or changes in writing.

Transportation

LEGACY does not transport children to and from school/programming. Parents are expected to
arrange transportation for their children. Students who walk home from the program must have
signed permission on file with LEGACY.

Self Dismissal/Walking Home

With written parent/guardian permission, students grades three (3) and above may walk home
alone at the designated dismissal time for walking students (adjusted for Daylight Savings
Time). This time will be communicated to families and students by the Site Director.

When a child is self-dismissed from the program, they are signed out and no longer under the
supervision of LEGACY staff. Please review the route(s) your child will use to travel from the
school building. Be sure your child knows their address, phone number, and family emergency
plans. Discuss safe walking behaviors with your child, including crossing streets safely.

Entering & Exiting the Building

To ensure our children's safety, it is of utmost importance that we watch out for others, drive
slowly, and cross the street carefully. If you are entering the building, please DO NOT hold the
door open for others. The person behind you may not be a parent.

Health & Safety

lliness Policy

We realize that it is difficult for working parents to keep their children home. However, keeping
sick children home will help prevent contagion and promote the health and safety of your child.
Children should be kept home from the program if they are feverish, have diarrhea and/or
vomiting, or meet any additional exclusion criteria. See exclusion criteria on the following
pages for more specifics. If your child cannot comfortably participate in the day’s usual
activities or your child needs to stay indoors and/or have additional rest, these signs are
generally indicative that the child should not be at the program.

LEGACY has established guidelines in accordance with state child care law and other best
practices concerning sick children. In case of a communicable disease or condition, and at the
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discretion of the Site Director, other parents will be notified to watch for symptoms in their

children.

If your child becomes ill during program hours, every effort will be made to make them
comfortable. A parent will immediately be called to come and pick them up. LEGACY is not able
to provide arrangements to care for sick children. Parents are required to respond as soon as
possible concerning the sick child when contacted by LEGACY staff. If we cannot reach the
parent within thirty minutes, we will reach out to the family’s emergency contacts as stated on

enrollment forms.

Children may attend with minor ilinesses if it is not contagious, and it does not affect the child's
ability to participate in the day's routine. Minor illnesses include:
e Mild respiratory infections
e Acute infections subsiding after treatment, such as pink eye, impetigo, ear infections
e Cold symptoms without a fever

If the child's health deteriorates at some point in the day, the parent will be contacted to come to

pick them up.

It is always helpful if you can provide LEGACY with a doctor’s note, when applicable.

Iliness Exclusion Criteria

Disease/Condition:

If your child has been diagnosed with this disease, our
program will:

When to allow your child to
return:

Chickenpox (or rash
suggestive of
chickenpox)

Temporarily exclude the sick child from
program

Notify all parents regarding possible exposure
and include a warning about aspirin use.
Contact the Child Care Health Consultant if
needed to find out other preventative
measures to take

Unimmunized children must be excluded until
they are permitted to return by their health
care provider

Carefully follow hand washing and cleaning
procedures

Five days from the appearance
of the first crop of vesicles, or
when all the lesions have dried
and crusted, whichever is sooner.

Diarrheal illness

Temporarily exclude a child that has had 2 or
more diarrhea episodes in one day.

Carefully follow hand washing and cleaning
procedures

When the child is diarrhea-

free for at least 24 hours without
the aid of

medication.

Fever

Temporarily exclude the child from program if
the child has a fever of 100 or greater.

When the child is fever-free
for at least 24 hours without the
aid of medication.

Hand Foot and
Mouth Disease

Exclude if the child has an open, draining
lesion on hand or has lesions in the mouth and
is drooling.

When lesions heal and/or
drooling ceases, and the
child can participate in center
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e  Carefully follow hand washing and cleaning activities (including meals)
procedures.
Lice (Pediculosis e  Temporarily exclude the child from program May return immediately after
capitis/corpora) e  The program will notify all parents first treatment. The person shall
e  Carefully follow hand washing and cleaning be reexamined for infestation by
procedures. the school nurse, or other health
care practitioner, 7 days post
treatment.
Hepatitis A e  Temporarily exclude the sick child from At least one week after onset of
program illness or jaundice.
e Contact the Communicable Disease Section of | Permission to return should be
DHHS sought from the local health
e Contact the Child Care Health Consultant if authorities first.
needed to find out other preventative
measures to take
e  Carefully follow hand washing and cleaning
procedures
Impetigo e  Temporarily exclude the child from the After treatment has been
program. started.
e  Carefully follow hand washing and cleaning
procedures.
Influenza e  Temporarily exclude the child from program When the child is fever-free
e  The program will notify all parents for at least 24 hours without the
e  Carefully follow hand washing and cleaning aid of medication and
procedures. has the energy to participate in
center activities.
Pink Eye e  Temporarily exclude the child with yellow eye 24 hours after the first dose
drainage and itching of medication and symptoms are
e  Carefully follow hand washing and cleaning judged not infective; that is,
procedures. without a discharge.
Ringworm e  Temporarily exclude the child until treatment The person shall be allowed to
has begun. return immediately after the first
e  Carefully follow hand washing and cleaning treatment, if body lesions are
procedures. covered. Neither scalp nor body
lesions that are dried need to be
covered.
Scabies e  Temporarily exclude the child until treatment Until treatment is completed.
is complete.
e  Carefully follow hand washing and cleaning
procedures.
e  The program will notify all parents.
e All clothing and soft items will be sent home
to be laundered in hot water and dried in a hot
dryer.
Strep Throat/Scarlet e  Temporarily exclude the child from program 24 hours after antibiotics are
Fever e  Carefully follow hand washing and cleaning started when the child is

procedures.

fever-free for at least 24 hours
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without fever-reducing
medication and has the energy
to participate in center activities.

Tuberculosis

Temporarily exclude the child from program
Contact local health department and Childcare
Health Consultant

Carefully follow hand washing and cleaning
procedures.

Exclude until a healthcare
professional provides a written
statement that the child is not
infectious.

Cough/Pertussis

Contact local health department and Childcare
Health Consultant

Unimmunized children may be excluded until
they are permitted to return by their health
care provider.

Carefully follow hand washing and cleaning
procedures.

Vomiting Temporarily exclude the child from When the child is vomit-free for
Carefully follow hand washing and cleaning at least 24 hours without the aid
procedures. of medication.

Whooping Temporarily exclude the child from Exclude until five days after

treatment has started.

Exclude untreated cases for 21
days from the date cough began.

Diphtheria

Contact local health department and Childcare
Health Consultant

Unimmunized children may be excluded until
they are permitted to return by their health
care provider.

Carefully follow hand washing and cleaning
procedures.

Exclude for two weeks from the
onset or until appropriate
negative culture tests.

Mumps

Contact local health department and Childcare
Health Consultant

Unimmunized children may be excluded until
they are permitted to return by their health
care provider.

Carefully follow hand washing and cleaning
procedures.

Exclude for nine days from the
onset or until subsidence of
swelling.

Measles

Contact local health department and Childcare
Health Consultant

Unimmunized children may be excluded until
they are permitted to return by their health
care provider.

Carefully follow hand washing and cleaning
procedures.

Exclude for four days from the
onset of rash. Exclusion may
also be ordered by the
Department as specified in PA
Title 27 § 27.160 (relating to
special requirements for
measles).

Rubella

Contact local health department and Childcare
Health Consultant

Unimmunized children may be excluded until
they are permitted to return by their health
care provider.

Carefully follow hand washing and cleaning
procedures.

Exclude for four days from the
onset of rash.

* This chart is not an exhaustive list of the communicable diseases and policies for exclusion from
the program. For more information, please contact a member of the LEGACY Administration team.
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Chronic Health Conditions

For any child with health care needs such as allergies, asthma, or other chronic conditions (ex:
seizures, G-Tube, etc.) that require specialized health services, a medical action plan shall be
completed. The medical action plan must be updated annually and when changes to the plan
are made by the child's parent or health care professional. Blank medical action plans and
medication forms may be found at the front desk. The medical action plan shall be signed by
both the parent and the child's health care professional and must include the following:

e Alist of the child's diagnosis or diagnoses, including dietary, environmental, and

applicable activity considerations

e Contact information for the child’s health care professional(s)

e Medications to be administered on a scheduled basis; and

e Medications to be administered on an emergency basis with symptoms, and instructions

Medications

Whenever possible, we recommend that you administer medications at home. At the program,
medications will be administered in accordance with PA-DHS regulations and the policies
described below.

General Medication Policies

[ J

e No prescription or over-the-counter medication and no topical, non-medical ointment,
repellent, lotion, cream, or powder shall be administered to any child:

a) without written authorization from the child's parent

b) without written instructions from the child's parent, physician, or another health

professional
c) inany manner not authorized by the child's parent, physician, or another health
professional

d) after its expiration date

e) or non-medical reasons, such as to induce sleep

f) with a known allergy to the medication.
All medications will be given following the doctor's written instructions.
Medications will be stored in a locked container on-site.
Do not store medication in lunch bags, backpacks, or any other personal belongings.
We do not mix the medication with food or juice.
It is the responsibility of the parent to remove or dispose of any medication after the
duration of the request has ended. The classroom staff will dispose of any medicine
remaining after the medication has expired or after a child has withdrawn from
programming.

Prescription Medication

e For a staff member to administer any medication to your child, you must complete the
Medication Log in its entirety.

e The medication must be brought to school and stored in the original, tamper-resistant
container in which they were dispensed with the pharmacy labels. The pharmacy label
must specify:

o The child’s name
o The names of the medication
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o The amount and frequency of dosage
o The date the prescription was filled and the expiration date
e If the medication is provided via pharmaceutical samples; they must be stored in the
manufacturer's original packaging, shall be labeled with the child's name, and shall be
accompanied by written instructions specifying:
a) The child's name
b) The name(s) of the medication
¢) The amount and frequency of dosage
d) The signature of the prescribing physician or other health professional the date
the instructions were signed by the physician or other health professional
e) Medication expiration date
e The medication shall be administered only to the child for whom they were prescribed. It
shall be administered according to the prescription, using the amount and frequency of
dosage specified on the label.
e A parent's written authorization for administering a prescription medication shall be valid
for the length of time the medication is prescribed to be taken or up to 6 months when
needed for a chronic medical condition, whichever is less.

Emergency Medication

If your child requires the use of emergency medications (i.e., inhalers, Epi-pen, Diastat,

etc.), you will need to complete a corresponding medical action plan. Blank medical action plans
may be found at the front desk, and these plans must have a doctor or healthcare professional’s
signature. Emergency medicines will be kept at the front desk out of children’s reach to ensure
easy access in the case of an emergency.

Over-the-Counter Medication

In general, LEGACY staff will not administer over-the-counter medication except when

a health professional prescribes over-the-counter medicines. This situation is most common for
chronic health conditions (ex: Benadryl for students with allergy action plans or fever-reducing
medication for students with febrile seizure action plans). LEGACY will not administer
over-the-counter medicines such as cough syrup, Tylenol, ibuprofen, antibiotic cream for
abrasions, or medication for upset stomach in the cases of acute illness or pain. Children that
have these symptoms may need to remain at home until they are symptom-free.

The over-the-counter medication must be brought to school and stored in the manufacturer's
original packaging with the child's name written or labeled on it. It shall be accompanied by a
Medication Administration Permission Form that specifies:
a) The child's name
b) The medical conditions or allergic reactions
c) The names of the authorized over-the-counter medication
d) The amount and frequency of the dosages, which shall not exceed the amount and
frequency of the dosages on the manufacturer's label
e) In cases where the prescription says, “as needed” (i.e., allergy exposure, etc.), the
instructions need to specify criteria for the administration of the medication (be specific
with what symptoms or situations are criteria for administration)
f) The route in which the medication shall be administered
g) Possible reactions or side effects
h) The signature of the parent AND physician, or another health professional
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i) The date the instructions were signed by the parent and physician or other health
professional.

Topical Creams and Sunscreen

Parents and guardians may give standing authorization to apply over-the-counter topical lotions
such as sunscreen, to their child, when needed.

The over-the-counter topicals form must be completed before we can administer
these medications. You can find the necessary form at the front desk. LEGACY staff can reapply
sunscreen in the afternoon before going outside if we have the up-to-date form on file.

Handwashing

Handwashing has long been established as one of the most important things to prevent the
spread of illness. In our program, hand-washing requirements are as follows:

After using the bathroom

Before and after eating food

After touching someone who is exhibiting signs of illness or after touching soiled items
After blowing/wiping their nose

The required method for handwashing is as follows:

Rub hands vigorously for at least 20 seconds using warm water and soap.

Wash between fingers and back of hands and wrists.

Rinse hands well under running water and dry thoroughly with a clean paper towel.
Turn off water using a paper towel.

Injuries/Accidents

Your child's safety is of our utmost concern. We also recognize that minor bumps and scrapes
are an everyday part of your child exploring and learning through experience. Known minor
injuries sustained at programming are reported to parents on an Incident Report Form, of which
you will receive a copy. LEGACY keeps a first aid kit available for treating minor injuries.

If an accident is more than minor, a parent will be called to discuss the need for possible
medical treatment. If the accident is more serious, a parent will be contacted and requested to
come immediately. In the event of a life-threatening iliness or injury, Emergency Services will be
called. To ensure your child’s safety, your Enrollment Agreement provides a record of names,
addresses, and phone numbers of the people you have authorized to pick up your child. We ask
you to keep this information up to date.

Emergency Procedures

We make every effort to be prepared for potential emergencies. LEGACY has an emergency
response plan for fire, inclement weather, or if a lockdown becomes necessary. This plan is
updated annually in accordance with the School District of Philadelphia Office of Student Safety.
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Mandated Reporting Requirements

It's our mission to ensure all children in our programs are safe and well cared for, not only while
they are at our center, but at all times. Pennsylvania law requires everyone who works directly
with children to report suspicions or evidence of child neglect or abuse to local law
enforcement. Those who fail to report can be held accountable under the law. The law prohibits
interference with an individual’s attempt to report child abuse or neglect. Our programs will offer
full cooperation during the investigation of the reported incident.

Additional Policies

School and School District Policy

LEGACY is committed to creating a seamless, supportive experience for our youth by aligning
with the policies, procedures, and expectations of the school and school district. This includes
behavioral expectations, technology usage, health and safety, and more.

Smoke-Free and Weapon-Free Environment

LEGACY programs follow all school building policies of their host schools, including maintaining
smoke-free and tobacco-free environments. Smoking and the use of any product containing,
made, or derived from tobacco, including e-cigarettes, cigars, little cigars, smokeless tobacco,
and hookah, shall not be permitted on the premises of the center or during any off-premises
activities. Additionally, firearms and ammunition are prohibited, unless carried by a law
enforcement officer.

Cell Phone/Personal Technology Usage

Our programs align with host school policy regarding cell phone and personal technology use.
Students are not permitted to use these devices during program hours. Personal technology
takes away from the enrichment experiences we work hard to create and can become a
significant distraction to youth. Just as these devices are not permitted during the school day,
they are also not permitted in our program unless needed for emergency use, which will be
handled with staff support. We appreciate your partnership in helping youth stay engaged and
present in programming.
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Non-Discrimination in Services Policy Statement

Admissions, the provisions of services, and referrals of clients shall be made without regard to
race (to include hair type, hair texture, or hair style), color, religious creed (to include all aspects
of religious observances and practice, as well as belief), disability, ancestry, national origin
(including Limited English Proficiency), age (40 and over), or sex (to include pregnancy status,
childbirth status, breastfeeding status, sex assigned at birth.

Program services shall be made accessible to eligible persons with disabilities through the most
practical and economically feasible methods available. These methods include, but are not
limited to, equipment redesign, the provision of aides and the use of alternative service delivery
locations. Structural modifications shall be considered only as a last resort among available
methods. Any individual/client/patient/student (and/or their guardian) who believes they have

been discriminated against, may file a complaint of discrimination with:

Legacy Youth Tennis and Education
4842 Ridge Ave

Philadelphia, PA 19219

Telephone: (215) 487-3477

Email: dmonteleone@l te.or

Commonwealth of Pennsylvania
Department of Human Services

Bureau of Equal Opportunity

Room 225, Health & Welfare Building

P.O. Box 2675 Harrisburg, PA 17120
Inquiries: (717) 787-1127

Email: RA-PWBEOAO@pa.gov

(Within 90 days from the date of incident)

Office for Civil Rights

U.S. Department of Health and Human Services
Centralized Case Management Operations
200 Independence Avenue, S.W.

Room 509 HHH Bldg

Washington, D.C. 20201

Customer Response Center: (800) 368-1019
TDD: (800) 537-7697
https://www.hhs.gov/ocr/complaints

Email: ocrcomplaint@hhs.gov

(Within 180 days from the date of incident)

Pennsylvania Human Relations Commission
333 Market Street, 8th Floor

Harrisburg, PA 17101
https://www.phrc.pa.gov/Complaints/Pages/How-to
-File-a-Complaint.aspx

Inquiries: (717) 787-4410

TTY users only: (717) 787-7279

(Within 180 days from the date of incident)
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2025-2026 Self-Dismissal Permission (Grade 3 and Above)

Student Name: Grade:
Nombre del estudiante Grado

I give permission for my child (named above) to walk home alone at dismissal from LEGACY.
Doy permiso a mi hijo/a caminar solo a final del dia escolar/LEGACY.

Parent Name:

Nombre del padre
Parent Signature: Date:
Firma del padre Fecha

Before returning this form, please:
e Walkor review with your child on the route(s) they will use to travel to and from school.
e Be sure that your child knows their address, your phone number, and where to go or who to
contact if there is an emergency.
e Discuss safe walking behaviors with your child, including crossing streets safely at
intersections with crossing guards, marked crosswalks, or other safe locations.

2025-2026 Self-Dismissal Permission (Grade 3 and Above)

Student Name: Grade:
Nombre del estudiante Grado

I give permission for my child (named above) to walk home alone at dismissal from LEGACY.
Doy permiso a mi hijo/a caminar solo a final del dia escolar/LEGACY.

Parent Name:

Nombre del padre
Parent Signature: Date:
Firma del padre Fecha

Before returning this form, please:
e Walkor review with your child on the route(s) they will use to travel to and from school.
e Be sure that your child knows their address, your phone number, and where to go or who to
contact if there is an emergency.
e Discuss safe walking behaviors with your child, including crossing streets safely at
intersections with crossing guards, marked crosswalks, or other safe locations.
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MEDICATION LOG
55 Pa. Code §3270.133; §3280.133; §3200.133

FLEASE PRINT Page of
Child's Marmea: hedication:
1 Prascription | Min-P regcriphion Refrigeration Reaquired: Oves [ wo
If Prascription, Prescribers Mamse: Telaphone:
Dosage Amount, Tirme toe Administer; a.m. p.rm. tirmeaiday
Dates for Administration: From To
[ Dua

Special instructons |.e., symptoms aignaling need for administration, medication indications, ressons to hold medication,
conbraindications:

I give permission to adminlster medication W& my child as stated above.

Parani 5 iprawre Cui=
FACILITY STAFF COMPLETE THIS SECTION
Date Tima Bmmound of
Administerad fdmininternd Madicatinn Commante'Resctions Faff initiale

[mmiddtyryl {am ! p.m.) Bdministenad

This infermation is confidential and may not be shared or released without the parent’s written permission.
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EMERGENCY CONTACT PARENTAL CONSENT FORM

55 PA CODE CHAPTERS E270.124{ajb), 3270181 & 182, 3280.124(a)k), Z280.181 & 182, 3200.124{ajb), 3200181 & 182

CHLDE MAKE

gF1TH OATE

HODRESS

PRRENTLECAL GUARDIANS HAME

HOME TELEPHOME NUMBER

E-baal ADDORESS HOBILE TELEPHOKE MUBBER
AODRESS

HUSMESE MalE BUEIKESS TELEPHOKE HLIVEER
MODRESE

PARENTILEGAL GUARDIAN S HAME

HOWE TELEFHOME MUMBER

E-lail ADORE S8

WOELE TELEPHONE MUEBER

HODRESS

BUSHESS MAME

BLSIKESS TELEPHOKE HLMEER

AODRESS

EMERGEMCY CONTACT PERSOMS) MAME

TELEPHOKE. HLBMEER WHEN CHILD 1S 1N CARE

PEREOMN|S] TO WHOM CHILD NAY BE RELEASED

ALHARE =S TELEFHOKE KUIMEER WHEN CHILD 15 1N CARE

HANE OF CHLD'S PHYSICIARMEDNCAL CARE PROVIDER

TELEFHUNE HLIWMEER

AODRESS

SPECIAL DISAEILITES QF ANY)

ALLERGIES (MCLUDING MEDICATION REACTIONS)

MEDHCHL OR METARY INFORMATION NECESSARY IM AN EMERCENCY SITUATION

MEDICATION, SPECIAL CORDITIONS

AOCITIONAL IHF ORMATION OH SPECIAL HEEDS OF CHILD:

HEALTH IKSLRAMNCE COVERACE FOR CHILD OF MEDICAL ASSIETANCE BEREFTE

PARENTS SIGMATLR IEQUIRED

1 H ITEM BEL
DETAMNG EMERGERCY MEDICAL CAMRE

¥ TO INDICATE PA

POLEY NUEBER [REGLIRED)|

WALKS AND TRIFS

TRAHSPOR TATION BY THE FACILITY

FERIDODIC REVIEW

ESGHATURE OF PARENT DR GUARDIAN

EBGHATURE OF PARENT DR GUARDIAN

038314
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Philadelphia's Citywide

City of
. : OUT-OF-SCHOOL TIM
Philadelphia INITIATIVE '

AFTER SCHOOL PROGRAM DATA SHARING CONSENT FORM

Agency Mame Program Location

Purpose:

The City of Philadelphia (the City) funds after school programs, also called "0ut of School Time” [O5T) throwgh various city
agencies and departments; other 05T programs are funded and run by independent providers [collectively 05T programs™).
When you enroll your child in an afterschool program, the City will collect information from you and your child and from 05T
programs and the School District of Philadelphia and store it in a secure centralized system, where it may be shared with other
05T programs i order to help to manage the programs, provide academic assistance, publicize the programs, identify unuwsed
participant public benefits, as well as improve programming, services, and participant safety.

Process:

#» ‘When you sign up for an afterschool program, you will be asked to provide information about your child, including but
not limited to his or her name, age, address, and other demographic information.

& O5T program staff may also visit the program and talk to your child about being at that program and may also ask
yaour child to complete short surveys about the program to learn more about the experience; these visits are a part of
afterschool programs for every child and every afterschool site.

#» Additional information may be added to your child's file, including from the School District (if you agree) and other
05T programs your child has attended including but not limited to: date of birth, gender, race, ethnicity, phone, 10,
school name, grade, and attendance.

Information Privacy and Sharing of Information:

# The information that is collected about your child will be shared with staff at the afterschool program.

& |n addition, the information about your child will be shared with approved City and Q5T program and administrative
staff, including providers or independent contractors.

»  |f the City ever allows the information to be used for research or evaluation purposes, no identifying information
about your child or your family will be shared.

& Al of the information will be stored in a database that complies with requirements for managing student edwcation
records as set forth in the Family Educational Rights and Privacy Act (FERPA).

#»  Furthermore, the system is guarded by layered security protocols that prevents unauthorized persons from accessing
the system. You also hawve the right to inspect and review documents collected and maintained in that system.

Consent to Collection and Use of Child's Information:
& | give permission to the City Out of School Time program to collect, store, and share the information | provide on my
child for use in the O5T program as outlined abowve and for my child and/or me to complete programmatic surveys
that may be shared with other O5T programs.

If you do not give permission for the City to collect, store, and share information (including surveys), please initial
here

= | give permission for the O5T program to provide the School District of Philadelphia with information abouwt my child's
attendance in the OS5T program for the purposes of programming for my child and owerall program evaluation.

If you do not give permission for the City to share 05T attendance information with the School District of Philadelphia
for the purposes of programming and evaluation, please initial here
Treanslartion and frterpeetation Center ($72022) OAS 08T Consent Formifnzert Language)



& | give permizsion for the O5T program to check my child's name against any public benefit databases administered by
or for the City for the purposes of locating additional benefits to which my child or family may be entitled.

If you do not give permission for the City to check your child's name against any public benefit databases
administered by or for the City for the purposes of locating additional benefits, please initial here ___

& | give permission for the School District of Philadelphia to release my child's educational reports to the 05T programs
that hawe need for it. The information to be released under this consent is: all records; grades, test scores; AlRS
scores; attendance; Individualized Education Programs if applicable; and any other measurements of academic
performance tracking programmatic progress. The information will be released for the following purposes:
programming for my child and overall program evaluation.

If you do mot give permission for the School District to release your child's educational records, please initial here

# | give permission for the O5T program to photograph, digitally record, videotape, or audio tape my child while sfhe is
participating in the 05T program. | further agree that any material may be used in publications, promotional
literature, or in other similar ways, and that such use shall be withouwt payment of fees. | understand that any
photographs, videotapes, or audio tapes shall remain the property of the City and that | do not have the right to prior
approval of their use. | release and hold harmless the City of Philadelphia, the City 05T program, Q5T providers and
their officers, employees, and agents from all claims and cuses of action that | or my child may have as a result of the
use of my childs photograph, videotape, or audio tape in connection with the program.

If you do mot give permission for the O5T program to use your child’s image, please initial here

& | understand that | may revoke this consent upon providing written notice to the O5T program that my child attends. |
further understand that wntil this revocation is made, this consent shall remain in effect and my educational records
will continue to be provided to the OST program for the reasons described abowve.

ACKNOWLEGEMEMNT AND SIGMATURE:

By signing below, | acknowledge that | have read and understand this O5T Data Sharing Consent Form and agreement to have
miy child’s information shared as described abowe.
Child Namie:

Child's Student 1D:

Child Address:

Parent/Guardian Mame:

Parent/Guardian Signature [or student’s signature, if student is 18 years old or an emancipated
miinor):

Date:
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