FAMILY HANDBOOK

After-School Programs
camps

child care
Preschool




Contents

Parks, Recreation & Community SEIVICES (PRCS) ......ccoviiieciieceeeceetesteetere sttt st aeens 3
About PRCS Family HANADOOK ..........cooiiiiieee ettt s 3
Family Handbook Program AdAENAUMS .........cc.eieieiiieiiereserereeteee ettt s 4
REGISITALION ...ttt bbbt b et et e st e st e bt e bt e b e st e b et e e eat e st e bt e bt ebe s e e sbe b e e enneneeneas 4
Requesting After-School Care at Another PRCS LOCALION .......ccecveiiieirirenereeeieeeee e 4
LT A O TSROSO 4
REQUITEA PAPEIWOIK.......eiiiietiee ettt b bbbt s et b e sb b e e e e e e e eneens 4
PAYIMENTS ...t h et b e e e bt s bt e bt e bt e e e s b e eh e e bt s bt e se e Rt e ae e ne e e bt e nesheene e bt sne e e e 5
Tuition Assistance — PRCS CARES PrOgram ........ccccueieiririnenieieieietesesie sttt sseseeee s 5
Program Refunds and CanCEelIAtIONS ............ooiviiiiiiiieee ettt 5
Individuals with Disabilities and ACCOMMOUALIONS ........c.ccvviererieieeeiee ettt aeeees 6
T oL a (A0 1Y =T o g o | TSR 6
CUSTOAY DOCUMENTALION ....ccuviviiteeiicteeeeteete ettt ettt et e e e et esae et e s be e s e beebeesbesteessensessaensesseessessessaansesteesaensens 7
Program OPEIALIONS .......cc.couiiieiecieetee sttt ettt et et et e et estesbe e testeesaebesteessesbesssessesbaensesteeseensesteessensessnessesseensetes 7
RALOS AN CONOIMS ..ot sttt et et et e st e et e s beebeebesbeesaesbeessesesbeensesteeseenteseneneenes 7
PiICKING UP PaAltiCIPANTS.......citiceieieceeese ettt ettt ettt e st e et e s teebsebesbeesaesbeeasesesbaessestesseensessnensenns 7
RIAE SNAIE PrOQramMS........oiiceieeceeece ettt st ettt et st et e s teebe e besbeesaesbesasestesbeessesteeseensesanensenes 8
Important Update on Exemption of Licensure for PRCS School-Aged Programs..........ccceeeeecieeeiecieeeeecieeeeecieee e 8
Child Release Policy: Parental Impairment Due to Drugs or AlCOhOl ..........ccveiiiiiiie i e 8
Accident and INCIAENT REPOIS..........oiiieeiceeteceeere ettt et e e s be et e s beesb e beetsessesraesbesteessenbessnensenns 9
Daily Program Information for PArtiCIDANTS ...........ccceiuieieiicecce ettt sttt aa et s a e s ne e 9
D LS F TSP UPUPTRTPP 9
PEISONAI IEEIMS ...ttt ettt et e st e e s et e e s e et e sseens e tesssenseeseenseseeneessesseensesteensensensnensenes 9
OULAOOT PIAY ...ttt b ettt et b e bt e bt sb e s b e e b et et e st eae e st e bt sbesbe e b e st e s e b eneeneeneeneas 9
SUNSCIEEN ...ttt ettt sttt et bt e at et e bt et e sb e s atesbe s bt ea b e s b e e ae et e s bt e as e b e e as e b e ebeeabeebeeb b et e ebeembeabeeas et e ebeeabenbeeneenbens 9
FOOd Brought from HOME ..ottt sttt sttt et e sseentesreeneensesreenes 10
HEAITN ..o h bbb ettt e h e bt h ekt b e Aot e b e a e e h e bt bttt b et et et et eneeneene 10
1Y [=To [[or=1 (o] o FORR OO OO OO PO PSPPSR SRTOURURPRON 10
SNOM-TEIM MEAICALIONS ...ttt b bttt ettt b e bbb et e b et et eaeebesbesbentens 10
(o] g B (=T 0 d T\, =T o= U1 To] g TSRS 10
Diagnosed Allergy but No Medication ProVided............ccccoveviiiiieieiieeececeee ettt 10
Food Allergies, Intolerances, Or RESIHCHONS ........c.ccvieeiiiieeeeeee ettt st s reesa b sanenes 11
Seizure, DIabetes and ASTNMA PIANS .......oeeeeeeeeeeeeeeee ettt e e e e e e e s e e ree e e e eeeeseeseeeseaneresenenenes 11
COMMUNICADIE DISBASES ......oicteeeeeitietiete ettt ettt ettt et esteete et e s te e besbeeaaesteebeesbesbeessesbesssensesbeensestesssentesteensenes 11
SICK PATTICIPANTS ...ttt ettt ettt e s be e e s be s ae et e s beeaaestesbeesbesbeesaenbesteessessesssastessaensesteesnans 11
Daily HEAIN CRECK ... ettt ettt e sttt e s te e st e beessebesbeentesteereenbesrnenns 12
BERAVION ...ttt ettt et st e et e bt e ebe et e be et e teebeeteateera e beeteentebeeareteereentesteereenbens 12
(070 o [T o] @] o o [1]ox S0 12
Code of Conduct for PRCS After-School, Camps, Child Care and Preschool Programs.................. 12
EXpectations fOr PArtiCIPANTS. .........coiirieieiere ettt sttt ettt aestesat e beste et esaeentesaesneeseseeeneans 12
Expectations for Parents & GUAITIANS ...........cccevereeieriiieieceeese et este st eae e seeeste e esee e sssesesseessessesneens 12
Consequences for Violating the Code of CONAUCT...........c.coiiieciiiieieecece e 12
Cause and Procedure for SUsSpension or DISMISSaAL..........cccovivveviiiieeniseseseeeere et 13
PRCS ZEero TOIEIaNCE POICY .....ocueeiiiieeieeeeee sttt sttt ettt ae e et e sreessesteensensesneenes 13
=T =T (oY ALY/ [ Te [Tt | N - U RR 14
=T =T (oA e =T o= Y=o g TIPS 14
Mandatory Reporting of Suspected Child Abuse or NEGIECL........ccccuiiiiiiiiiiecceeecree e e 14



Parks, Recreation & Community Services (PRCS)

To make Loudoun the

m |
V I S I 0 n community of choice through
outstanding experiences.

Connect all communities

| |
M I S S I 0 n through exceptional people,
parks, and programs.

Loudoun County
- We promote diversity,
P R S equity, inclusion, and
C E u I accessibility to remove
barriers and create a

welcoming environment
that celebrates uniqueness
and collaboration.

Excellence - we give our best every time.
o Staff demonstrate their passion for nurturing young hearts and minds by approaching work with
enthusiasm, knowing all staff play a vital role in shaping the future of our participants.
e Staff celebrate diversity, whether cultural, linguistic or ability related, and ensures that every
participant feels welcome, respected, included and has a safe space.
Collaboration - We create more, do more, and achieve more together.
e Staff model problem-solving, showing participants that setbacks are opportunities for growth.
o Staff operate in the team mindset, sharing ideas, supporting one another, celebrating victories
together, and creating a positive environment for everyone.
Innovation — We reach forward with the willingness to learn, grow, and improve.
e Staff embrace creativity as a superpower, fueling emotional growth and fostering a sense of
wonder for the participants.
e Staff recognize learning never stops, modeling a growth mindset by seeking professional
development, learning from mistakes, and encouraging participants to embrace challenges.
Integrity — We lead with honesty and respect through accountability and transparency.
o Staff acts with integrity and demonstrate the importance of honesty and trustworthiness to
participants, families and other staff.
o Staff practice heartfelt gratitude in shaping young lives daily for the small victories, the
laughter and the moments when a participant’s eyes light up.
Resilience - We rise to the occasion, and we find a way.
o Staff practice compassion and empathy, understanding that each participant comes with their
own joys, struggles and emotions.
o Staff celebrate progress, not just perfection.

About PRCS Family Handbook

This handbook provides all information that applies to PRCS After-School Programs (CASA and YAS)
Camps, Child Care, and Preschool programs. Program specific family handbook addendums are linked

3



below. All PRCS families should be familiar with the PRCS Family Handbook and the specific program
addendum in which your child or children are enrolled.

Family Handbook Program Addendums
After-School Family Handbook

Adaptive Recreation Camp Family Handbook Addendum
Camps Daze & Fest Family Handbook Addendum
Center Camps Family Handbook Addendum

Preschool and Childcare Family Handbook

Reaqistration

Registration can be done online or in-person at any staffed PRCS location. Visit our website for the
actual dates of program-specific registration and deadlines. Enrollment is limited and available on a first
come, first served basis. School-year programs (Preschool, Child Care, CASA, and YAS) will require an
annual renewal of registration to ensure up to date information, as required by our licensing entity,
Virginia Department of Education, Office of Child Care Health and Safety.

Requesting After-School Care at Another PRCS Location
Families may register children at alternative locations based on available openings, however, PRCS
does not provide transportation. Parent/guardian can provide the transportation or make a request
through LCPS Transportation. If making a request through LCPS transportation, please note:
1. AIll LCPS alternate transportation requests need to be made through ParentVue and is not
guaranteed.
2. Per Loudoun County Public Schools Transportation, the requests must meet the following
criteria:
a. The requested location must be in the student’s school zone
b. There must be available seating on the bus
c. The requested location must be on the existing route/path to which the bus is assigned.

ePACT

PRCS licensed programs are now using ePACT, the documentation and support network, to collect the
paperwork our department needs and what is required by the Virginia Department of Education Child
Day Care Center Standards.

This essential documentation is necessary for licensed programs and needs to be completed by the
parents and guardians before a child can attend. Once you have enrolled your child in a PRCS licensed
program, you will receive an email from Loudoun PRCS/ePACT. The system offers a secure network to
collect critical emergency data from families attending our programs and is a Health Insurance
Portability and Accountability Act (HIPAA)-compliant online system. ePACT provides a dedicated portal
for uploading medical forms, waivers and consent forms from parents and guardians, improving our
ability to collect, manage and access critical information needed to help support our families and that
are required by the State.

Required Paperwork
Items below are required to be uploaded to complete each participant’s registration in licensed
programs, in compliance with Virginia State Licensing.
e |dentity Verification Form (PRCS Childcare and Preschool Programs only.) Acceptable forms
include an original or certified copy of the participant’s birth certificate, birth registration card,
current passport, or report card.



https://prcsinfo.loudoun.gov/view/1009687848/
https://prcsinfo.loudoun.gov/view/738119750/
https://prcsinfo.loudoun.gov/view/1008913980/
https://prcsinfo.loudoun.gov/view/1009288366/
https://prcsinfo.loudoun.gov/view/1009527173/
https://www.loudoun.gov/4119/Parks-Recreation-Community-Services
https://urldefense.com/v3/__https:/www.lcps.org/o/support/page/transportation__;!!IvMiCv_-VA!yYlXNn_GpnO51y4VmXCoJEbvNX17XOvak6N2b0i7Cdumfso1DdrK1os3-BF7xwi0YNFDhfD2sXje790IMiey6uOVsLobXH4$
https://lfportal.loudoun.gov/Forms/IDVerify

¢ Commonwealth of Virginia School Entrance Health Form (PRCS Childcare and Preschool
Programs only.) Each participant is required to have the immunizations and vaccinations
appropriate for an individual their age before acceptance into the program. The participant’s
immunizations must be certified by a doctor. A participant may be exempted from the
immunization requirements if the parents submit a “Certificate of Religious Exemption” found on
this form. An alternative to the submission of the School Entrance Health form is to submit proof
of enrollment in a Loudoun County Public School, such as a report card.

e All programs: If the participant requires medication at site, a PRCS Medication Authorization
Form will need to be completed before they can attend this PRCS program. Please see the
Medication section for more information regarding the Long-Term Medication Authorization
Form and the Short-Term Medication Authorization Form.

¢ Disability and Medical Needs Form. If you would like to request additional support services for
the participant, this form must be received prior to the start of the program.

Payments

Registration fees are due at the time of registration, unless otherwise noted. Online registrations must
be paid by credit card. Cash, check, money order, or credit card payments can be made in person.
Checks or money orders must be made payable to “County of Loudoun.” Payments by check or money
order can also be mailed to the PRCS administrative office: 742 Miller Drive, PO Box 7800, Leesburg,
VA 20177. Do not send cash or credit card information by mail. Outstanding balances will restrict
registration/attendance at PRCS activities. Programs operating concurrent with the school year offer
auto payment. To register and set up your account, visit a PRCS facility to complete an auto payment
authorization form.

Returned Checks

There will be a $40 charge for any check returned for insufficient funds.

Child Care Statements

Child Care statements are available on PRCS Connect for families who need to submit for
reimbursement. Our tax identification number is 54-094-8306.

Tuition Assistance — PRCS CARES Program

Child Care Assistance and Resources for Enrichment Support (CARES) Program

PRCS is pleased to offer the PRCS CARES Program to support customers with financial needs.
Eligibility information and requirements can be found on the PRCS CARES website. To apply please
submit a PRCS CARES Application and upload the appropriate documentation. Once your application
is received and approved, we will adjust your account with the approved discount and send you a
confirming receipt for the change. Allow a minimum of one to two business days for processing most
applications. Please note, we will request and require an annual update to remain in the PRCS CARES
Program. Email PRCScares@loudoun.gov with any questions.

Program Refunds and Cancellations

Customers requesting a refund 15+ days prior to the start date or reservation date for programs or
events that include a cancelation fee or require a nonrefundable deposit at the time of registration shall
receive a full refund minus the cancelation fee or nonrefundable deposit. Customers requesting a
refund 14 days or less prior to the start date shall receive a 50% refund minus the cancelation fee or
nonrefundable deposit.

Refund requests shall be submitted in writing and include the name of the participant, and the activity
number (for program refunds). Staff shall instruct the customer to submit a written request that is dated
and submitted by email, fax, or mail to the site or program manager.



https://www.vdh.virginia.gov/content/uploads/sites/58/2021/01/MCH213G_School_Entrance_Fillable-Form.pdf
https://www.loudoun.gov/DocumentCenter/View/162440/2020-NEW-LongTerm-medication-authorization
https://www.loudoun.gov/DocumentCenter/View/162440/2020-NEW-LongTerm-medication-authorization
https://www.loudoun.gov/DocumentCenter/View/160872/Short-term-medication-authorization-6-8-20
https://lfportal.loudoun.gov/Forms/healthskills
file:///C:/Users/Jessica.Nalls/Downloads/loudoun.gov/prcsconnect
http://loudoun.gov/prcscares
https://lfportal.loudoun.gov/Forms/CCgrantapp
mailto:PRCScares@loudoun.gov

Camp Cancellations: If you cancel a camp registration and make the request 15 or more days before
the start date, a full refund will be offered. If you cancel a camp registration 14 or fewer days before the
start date, a 50% refund will be offered. Camps that require a nonrefundable and nontransferable
deposit shall receive a refund depending on the date the request was mas made, minus the
nonrefundable and nontransferable deposit. Refund requests shall be submitted in writing and include
the name of the participant and the camp activity number. Written requests must be dated and
submitted by email, fax, or mail to the site or program manager. If you are dissatisfied with the quality of
a camp in which you are currently enrolled, you may request a refund according to the refund policy or
policy provided by the specific program. Our goal is to ensure quality programs.

PRCS reserves the right to cancel, postpone or change any camp due to insufficient enroliment,
inclement weather, public holidays or emergencies, or other reasonable causes. A full refund (including
any applicable fees) will be offered if PRCS cancels.The refund request shall be processed based on
the date of the customer’s original written request and the applicable refund policy.

Our goal is to ensure quality programs. If you are dissatisfied with the quality of a class/program in
which you are currently enrolled, you may request a refund according to policy. Refund requests must
be submitted in writing and include an explanation of why the participant is disappointed with the quality
of the particular class/program. The written request should be dated and sent by email, fax, or mail
directly to the location manager or program manager offering the class/program. If you are unsure
whom to contact, please call our main office at 703-777-0343 and someone will direct you to the
appropriate manager. Only written requests will be accepted. The amount of any refund will be prorated
based on the number of remaining class/program sessions.

Individuals with Disabilities and Accommodations

PRCS programs are inclusive and comply with the Americans with Disability Act (ADA). To request an
accommodation, please contact the PRCS Inclusion Specialist at 703-777-0343. Documentation that
may be requested includes the Individualized Education Plan (IEP), 504 plan, medical diagnosis,
Behavior Intervention Plan, and/or Individualized Family Service Plan (IFSP). The Disability and
Medical Needs form referenced above may be required to gather information about how we may best
serve individual participants.

For accessibility-related requests to participate, please contact prcsaccess@loudoun.gov or
call 703-777-0343. Advance notice is appreciated.

Si usted requiere asistencia por discapacidad o necesita un intérprete para participar, por
favor contactenos en prcsaccess@loudoun.gov o al 703-777-0343.

Parent Involvement

PRCS staff values the knowledge and expertise families have about the participant and understands
the importance of partnering with families. We encourage open communication and invite families to
share information that might support the growth, development, and wellbeing of the participant in our
programs.

Additionally, PRCS adheres to the custodial parent's right to be admitted to the center as required by

§ 22.1-289.054 of the Code of Virginia. While a custodial parent shall be admitted to any participant day
program, such right of admission shall apply only while the participant is in the program (8 22.1-289.054
of the Code of Virginia). Denying a custodial parent visitation to the program must be supported by
official court documents.



Custody Documentation

In cases of custody documentation, both parent names must be entered in the student record unless
legal documents show that parental rights have been terminated through the courts. Appropriate
notices denoting physical/legal custody issues will be placed in the student record.

Unless we have documentation of court orders indicating termination of parent rights, the other parent
is still entitled to visit the program, participate in program events, and may receive notifications about
your child’s program.

Unless documentation of court order indicates a termination of any parental rights, the other parent is
entitled to: visit the program, participate in program events, receive notifications about their participant’s
program and may obtain information in a participant’s record, including attendance records.

Program Operations

Ratios and Cohorts
PRCS operates programs with consistent care by assigning regular staff to specific program sites
and/or classrooms. Additional staff are hired to fill in when vacancies/absences occur.
The following staff to participant ratios are followed:
e Preschool (2.5-3 years) - Ratio of 1:8, with a max group size of 24
e Preschool and Child Care (3-5 years up to school age eligibility) - Ratio of 1:10, with a max
group size of 30
o CASA or Camps (school age eligibility) - Ratio of 1:18 (with actual children present for the
day), with no max group size
e YAS (middle school eligibility) - Ratio of 1:20, with no max group size
¢ Adaptive Recreation Camp (5-21 years) - Ratio of 1:4, with no max group size

Picking up Participants

PRCS programs use Brightwheel for participant check-in and check-out. If enrolled in a program which
uses this software, primary parents/guardians will receive an email upon registration with instructions
to activate their account in Brightwheel. Parents are required to send Brightwheel invitations to all
additional authorized pick-ups, which must match authorized pick-ups on the participant’s
information form. Any additional, same day or one-time pick-ups must be submitted in an email
to the program’s administrative team. Staff will use the app to track participants, communicate with
parents, and share important information about the program. Programs not using Brightwheel will
require parents to sign participants in and out each day on an attendance sheet.

Anyone picking up a participant must be at least 16 years old and listed as an authorized pick-up on the
participant’s information form. Individuals listed as an authorized pick-up on the participant’s registration
form must provide a government issued photo ID (passport, DMV issued ID, school ID) upon arrival at
the PRCS facility. A participant will not be released to an authorized individual if a photo ID cannot be
provided.

Participants must be picked up by the time the program closes. A $15 per participant late pick-up fee
will be assessed for every 15-minute period after time of closure. Upon your arrival, you will be asked to
sign a late pick-up form. Parents/guardians who are frequently late may be asked to seek an alternate
program. Late pick-up fees are due with the next program fee or within two weeks of the end of the
program.

A parent/guardian arriving after the closing time of the program should notify the facility as soon as they
know they are going to be late. If no communication has been received from parents/guardians about
arriving late, site staff will contact the parents/guardians first, and if unable to reach the parent/guardian



with information provided on the participant’s information form, staff will then start contacting
emergency contacts to arrange to pick up the participant.

Ride Share Programs

If families use a ride share program to pick up their child, they must enter the company as an
authorized pick-up, in writing, to PRCS staff. For programs using brightwheel, the company should be
entered as an authorized pick up and use the pin number associated when signing out the participant.
Parents must inform the company driver of the child’s name, text the PRCS staff the name of the driver
each day the company is being used for picking up the participant, and driver must present ID to staff
releasing child. Staff will enter driver’s name in the notes in brightwheel or the attendance roster used
to sign the participant out of the program.

Important Update on Exemption of Licensure for PRCS
School-Aged Programs

On April 16, 2024, the Loudoun County Board of Supervisors approved a request from the Department
of Parks, Recreation and Community Services (PRCS) for an Exemption of Licensure from the Virginia
Department of Education for County-licensed after-school and camp programs. The exemption is for
school-aged programs only. PRCS preschool and childcare programs in our recreation and community
centers will remain licensed. PRCS will continue to maintain the quality of these programs that you
have come to expect. In fact, current PRCS licensed programs already meet or exceed licensing
standards through existing internal quality control monitors.

For more information, please visit our FAQs page on the license exemption request.

Child Release Policy: Parental Impairment Due to Drugs or
Alcohol

PRCS programs establish the safety and well-being of the participants in our care are our highest
priorities. To ensure their protection, our staff will not release a participant to any parent, guardian, or
authorized pickup person who appears to be under the influence of drugs or alcohol.
Procedure:

1. Assessment of Impairment:

a. If a staff member suspects that a parent or guardian is impaired due to drugs or alcohol,
they will discreetly notify the Director or Supervisor on duty.

b. The Director or Supervisor will assess the situation and determine if it is unsafe to
release the participant.

2. Alternative Arrangements:

a. Ifimpairment is suspected, staff will respectfully inform the parent/guardian that, for the
safety of the participant, an alternative arrangement needs to be made to safely
transport the child (ie-alternate authorized pick up, uber, neighbor, etc.). The parent or
guardian may authorize the alternative pick-up at the time of this instance.

b. The staff will inform parents if they insist on driving themselves after the alternative
arrangement has been made to safely transport the child, that they are obligated to
report this to law enforcement.

c. If parent refuses subsection a and b, inform them that you are obligated to report this to
law enforcement immediately.

3. If the Parent/Guardian Insists on Taking the Child:



https://law.lis.virginia.gov/vacode/title22.1/chapter14.1/section22.1-289.030/
https://www.loudoun.gov/faq.aspx?TID=228

a. If the individual refuses to cooperate and insists on leaving with the participant, staff will
contact local law enforcement and/or child protective services if necessary.
b. Staff will document the incident in detail, including observations and actions taken.
4. Confidentiality and Follow-Up:
a. Any concerns regarding suspected substance use will be handled with discretion and
professionalism.
b. The PRCS program may request a meeting with the parent/guardian to discuss the
incident and review policies to ensure the participant's ongoing safety.
c. Repeated incidents may result in termination of childcare services.
This policy is in place to protect children and ensure their safety at all times. We appreciate the
cooperation of all families in upholding this standard.

Accident and Incident Reports

All accident and incident reports will be completed as these situations occur. Parents will be notified of
minor incidents or accidents upon picking up their participant. Parents will be notified immediately of
incidents or accidents requiring medical attention, including head injuries. Reports must be signed by
parents upon receipt.

Daily Program Information for Participants

Dress
Participants should wear comfortable clothing that they do not mind getting dirty and closed-toe shoes.

Personal Items

A designated area will be provided for participant's personal belongings. All participants are
encouraged to have a backpack for their belongings. Participants are strongly discouraged from
bringing valuable items to the program. Cell phones cannot be used at the program and should be kept
in backpack. Staff are not responsible for money or personal belongings.

Outdoor Play

Outdoor play is an important part of our daily schedule, and all programs will go outside a minimum of
15 minutes per day for a 3-hour program, 30 minutes per day for program length between 3-5 hours
and 1 hour per day if program length is over 5 hours. We ask that you dress your participant
appropriately to the weather conditions. During periods of extreme cold or extreme heat, PRCS staff will
alter outdoor activities. PRCS will follow advisory warnings issued by the National Weather Service.
PRCS staff cannot make individual accommodation requests for children to remain indoors unless the
request is submitted with medical documentation from a physician’s office.

Sunscreen

Parents/guardians are responsible for applying sunscreen prior to the child’s attendance at the
program. Sunscreen and insect repellant will only be reapplied in PRCS programs if sent from home in
the original container labeled with the participant’'s name and if parent/guardian grants permission via
the participant information form. Per Licensing, we are required to assist children age 8 years and
younger in applying sunscreen if they are to have it reapplied at the program. Children age 9 years and
older may apply their own sunscreen with supervision. For ease of application, we encourage aerosol
spray sunscreen. It is the parent/guardian’s responsibility to provide sunscreen for each participant with
a rating of at least 30 SPF. Sunscreen and insect repellant may not be shared between participants
unless they are members of the same household and are in the same group the entire time, they are at
PRCS programs. Parent/guardian must provide written notice of any adverse reactions to sunscreen.
Please refer to your program parent handbook addendum for specific guidance based on programs,
time of year, and outdoor time.



Food Brought from Home

Any food item brought from home must be labeled and dated with the participant’s name. This includes
water bottles, lunch boxes, and shacks or meals. Some programs may notify parents/guardians
regarding food restrictions at the program site. In these instances, parents/guardians will receive a
letter from their program location identifying the restrictions in place.

Health

Medication

No medications can be administered without the proper authorizations from parents/guardians and/or
physician.

While many PRCS staff have Medication Administration Training, some medications require additional
training for staff to administer. Examples of medications where our staff would need additional training
would be insulin, rectal medications, or Auvi-Q. There may be a wait period for any participant
enrollments that require staff to have a specialty certification to administer the medication.

When filling out your participant’s information form, any answers that indicate a participant needs or
may need medications while in the program will require a medication authorization form: PRCS Short-
Term Medication Authorization form, PRCS Long-Term Medication Authorization Form, or a No
Medications Provided to PRCS disclosure form stating you will not be providing the participant’s
medications to PRCS.

When medications or medication authorizations expire, parents/guardians will be notified and asked to
provide a new medication or authorization. Parents/guardians must renew the medication or pick up the
expired medication within 14 days of expiration. Medications that are not picked up by the
parents/guardians within 14 days will be disposed of by the program.

Short-term Medications

Short-term medication forms can be used for both prescription and OTC medications. This
authorization is valid for 10 business days and does not require a physician’s authorization. These can
be used while obtaining a long-term medication authorization from a physician if the medication will be
on-site for more than 10 days. A separate form must be used for each medication. Dosage instructions
and times to be given for administering the medication must match the dosage instructions on the
medication label. Medications must be given to staff in the original packaging, with a direction
label or prescription label, and must not be expired. Please allow time at initial drop-off for review of
medication and documentation.

Long-term Medications

For any medications requested to be on-site for more than 10 business days, a long-term medication
form is required. Each form must be completely filled out and signed by a parent/guardian and a
physician. A separate form must be filled out for each medication. All sections must be completed per
instructions on the form. For any participant diagnosed with allergies, a PRCS Diagnosed Allergy &
Anaphylaxis Form must also be completed and signed by a parent/guardian and physician. Please
allow time at initial drop-off for review of medication and documentation.

Diagnosed Allergy but No Medication Provided

Any parents who choose not to supply our programs with the medication(s) that their physician has
prescribed for their child(ren) MUST communicate in writing with program staff about this prior to their
child being cared for in any of our programs.
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https://www.loudoun.gov/DocumentCenter/View/160872/Short-term-medication-authorization-6-8-20
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https://public.powerdms.com/LoudounCountyParks/documents/2544471/PRCS%20Food%20Allergy%20Action%20Plan

Food Allergies, Intolerances, or Restrictions

Parents/guardians must inform site staff of participant’s food allergies, intolerances and/or dietary
restrictions prior to receiving care. A Food Allergy Action Plan must be completed for each participant
with a diagnosed food allergy, to include instructions from a physician regarding the food to which the
participant is allergic and the steps to be taken in the event of a suspected or confirmed allergic
reaction. A parent shall be notified immediately of any confirmed or suspected allergic reaction and the
ingestion of or contact with any food in the written care plan required.

Seizure, Diabetes and Asthma Plans
A written plan, completed and signed by a physician will be required for all participants who have a
seizure disorder, diabetes or asthma.

e ASeizure plan should include the following: seizure type, seizure frequency and duration,
symptoms leading up to seizure, recovery time and plan, and medication administration
procedure instructions.

« Adiabetes plan should include the following: Blood glucose monitoring guidelines,
Hyperglycemia guidelines, Hypoglycemia guidelines, list of medications (or foods) to give to
participant based on symptoms.

e Anasthma plan should include the following: list of medication(s) that may be administered,
signs and symptoms (or time of day in some cases) for medication to be administered.

Communicable Diseases

Sick Participants
Participants may not attend if they have:
e Temperature of 100°F or higher
e Recurring vomiting and/or diarrhea
e A communicable disease
Participants who have been sick should remain home for at least 24 hours and be symptom free
(without the aid of medication) before returning to the program.

Participants with active infestation of head lice must be sent home. Parents will be provided with
information on accepted methods of treating their participant. They will not be allowed to return to care
until a prescribed lice treatment is successful, making them no longer communicable. This is
determined by the absence of both lice and the nits (eggs). Staff will monitor participant for a period of
7-10 days to check for possible re-infestation. Parents of enrolled participants will be notified of possible
exposure.

Parents/guardians must notify their program within 24 hours or the next business day after their
participant or any member of the immediate household has developed any reportable communicable
disease, as defined by the State Board of Health, except for life threatening diseases which must be
reported immediately. A list of which communicable diseases are reportable can be found on the
Virginia Department of Health Communicable Disease Chart. Parents/guardians will be notified of any
direct exposure to a communicable disease. Communicable Disease Chart recommendations will be
followed for when participant can return to the program.

Any additional procedures that may change due to any local or national health mandates will be
addressed with staff and parents as they occur with an addendum.
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Daily Health Check

All staff are trained in Daily Health Check and are required to renew this training every three years.
Staff will perform a daily health inspection upon a participant’s arrival at the program. If the staff
observes signs of iliness for example: fever of 100 degrees or higher, vomiting, or diarrhea, rash, the
participants will be separated from the group to decrease iliness transmission.
Parent/guardian/emergency contact will be notified for immediate pick up.

Behavior

PRCS focuses on safety, teamwork, respect, and responsibility. All participants and families are
expected to follow the PRCS Code of Conduct. Program rules are designed for the safety, health, and
happiness of the participants, staff, and volunteers. We want each participant to enjoy the activities and
to benefit from their experience in the program. General discipline techniques will include positive
reinforcement for appropriate behaviors and careful explanation of behaviors that are unacceptable.
Behavioral guidance shall be age and developmental stage appropriate, constructive in nature and
shall be intended to redirect participants to appropriate behavior and resolve conflicts.

Code of Conduct
Code of Conduct for PRCS After-School, Camps, Child Care and Preschool

Programs

Purpose: Our goal is to provide a safe, respectful, and inclusive environment for all participants,
parents, and staff in our preschool, childcare, camps, and after-school programs. This Code of Conduct
outlines expectations for behavior and interactions to ensure a positive experience for everyone
involved.

Expectations for Participants

1. Respect: Treat fellow participants, staff, and visitors with kindness and consideration.
Harassment, bullying, or discrimination of any kind will not be tolerated. Take care of program
equipment, facilities, and personal belongings

2. Safety First: Follow Program Rules. Adhere to all established rules, schedules, and directions
given by staff. Engage in activities safely and responsibly. Physical aggression, inappropriate
language, or dangerous behavior will not be allowed.

3. Positive Participation: Actively participate in activities and maintain a cooperative attitude.
Participants should be accountable for their actions and choices.

Expectations for Parents & Guardians

1. Respect Staff and Participants: Communicate with staff, other parents, and participants in a
respectful manner.

2. Support Program Policies: Encourage and reinforce program rules and expectations with your
child, timely drop off and pick-up. Inform staff of any allergies, medical conditions, or special
needs and provide necessary documentation.

3. Address Concerns Appropriately: Discuss any concerns with program staff in a professional
and respectful manner. Parents should not engage in behavior that disrupts the program,
including verbal or physical confrontations.

Consequences for Violating the Code of Conduct
Failure to follow the Code of Conduct may result in:

o Verbal warning and redirection.

e Parent/guardian meeting with staff.

e Suspension or removal from the program, depending on the severity of the behavior.

We appreciate your cooperation in making our programs a positive experience for everyone. Thank you
for being part of our community!
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Cause and Procedure for Suspension or Dismissal
Behaviors that may lead to an incident report, possible suspension, or termination from the program
include:
e Participant Elopement-when a participant leaves a designated program area without permission
from staff
Compromising their own or another participant’s or staff’s safety
Refusing to follow basic safety and program rules
Stealing or defacing property
Engaging in verbal or physical fights or being physically aggressive
Repeated disrespect towards staff
Rude and inappropriate behavior towards others by participants or parents/guardians
Bullying: Definition-Bullying is the systematic and chronic inflicting of physical hurt or
psychological distress on another person. The Code of Virginia at§ 22.1-276.01 defines bullying
as:
o any aggressive and unwanted behavior that is intended to harm, intimidate, or humiliate
the victim
o involves a real or perceived power imbalance between the aggressor or aggressors and
victim
o is repeated over time or causes severe emotional trauma
o "Bullying" includes cyber bullying
o "Bullying" does not include ordinary teasing, horseplay, argument, or peer conflict
Immediate removal from the program may occur if administration feels they cannot maintain the safety
and welfare of the participant or other participants in the program, or the participant engaged in
behaviors associated with the zero-tolerance policy. PRCS will call parents/guardians to pick up any
participant who is a threat to the safety of themself or others.
PRCS staff are pledged to make every effort to maintain a participant’s enrollment and engagement in
the program. Only after all the procedures have failed on the part of the administration staff and
parent/guardian, will dismissal be considered. If, in the opinion of the program administration, a
participant's behavior presents a physical danger to themselves or others, or if the participant fails to
follow rules, then an immediate suspension from the program may result. PRCS staff are trained to use
discipline techniques that are constructive, age-appropriate, and that focus on redirection and positive
reinforcement. Participants contribute to the establishment of site rules and are expected to follow
them. Staff will set clear expectations.
In the event of inappropriate behavior, the following steps may be taken:
¢ Incident Report(s)
e Parent/guardian Meeting(s)
e Suspension
e Dismissal
Other potential causes for dismissal from PRCS programs:
o Failure to pay tuition, late fees, late pick up fees as required
o Failure to provide all necessary paperwork for registration, including any required medication
documentation
o Failure to comply with program policies, procedures, rules of behavior or code of conduct

PRCS Zero Tolerance Policy

PRCS does not permit the use of weapons, tobacco products, alcohol, drugs, or fireworks during our
programs or in our facilities. In addition, theft, violent behavior, or destruction of property will not be
tolerated. Any violation may result in immediate dismissal from the program with no refund of fees.
Parents/guardians will be expected to provide immediate transportation home, should an incident occur
on or off site.
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Emergency Medical Care

Each participant’s registration form requires an authorization for emergency medical care should an
emergency occur when the parent/guardian cannot be located immediately. Exceptions to providing this
authorization are limited to the parent/guardian stating in writing, an objection to the provision of such
care on religious or other grounds.

Emergency Preparedness

Each PRCS program has a site-specific emergency preparedness plan. These plans include lockdown,
shelter-in-place, and evacuation drills. Plans are posted at each PRCS location, and a copy can be
requested by the parent/guardian. Monthly drills are practiced with the participants, including lockdown,
shelter-in-place, and on-site evacuations of the building.

In the event of an emergency, parents/guardians will be notified via text/email on all emergency
situations. PRCS staff will notify parents of updates and directions for parents during and after the
emergency. We ask that parents/guardians not call centers/programs and wait for PRCS notifications
as we handle emergency situations. If a participant cannot be picked up in an emergency, for example,
a natural or manmade disasters, inclement weather, PRCS staff will work with parents/guardians to find
alternative options for pick up their participant.

PRCS will provide Continuity of Care in case of an emergency where participants need to be relocated
to a different location within the building or off-site. All staff will remain with the participants until the last
participant is picked up. PRCS will notify parents/guardians if transportation to a different location
occurs.

Mandatory Reporting of Suspected Child Abuse or Neglect

In accordance with the Code of Virginia, Loudoun County PRCS staff are mandated reporters and are
required to report all suspected abuse or neglect to the Department of Family Services Child Protective
Services.
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