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WE MISSED YOU ALL!
We are excited to get back to PAL! As we navigate the many changes and follow the
Health and Safety guidelines from the CDC and the Schools, our program will look a little
different this school year. Below we have highlighted some policy changes, which are listed in
greater detail throughout this handbook.

UPDATES for 2021-2022
LOCATION CHANGE
PAL will be operating at Coastal Ridge Elementary School (CRES) in the Gymnasium. We
have limited availability this year and are only able to accommodate VES & CRES students
(VES will be bussed to school in the mornings from CRES, and bussed over to CRES in the
afternoons). We will open for both Morning and Afternoon care.
SCHEDULING & TUITION CHANGES
This school year with scheduling, a spot will be held for your child to attend the program
Monday through Friday every week. You can choose morning sessions, afternoon sessions, or
both. If you choose not to send your child 5 days, please indicate on the registration form which
days they will be attending. You will be charged the full weekly tuition for mornings and/or
afternoons whether your child attends or not, as this will always guarantee space for your child
on those days.
BILLING UPDATES
Cash and Check payments are no longer accepted. Weekly tuition payments will be
automatically charged on Friday evening to your card on file for the following week.
MyProcare Portal is a free online portal for you to access account information and pay
registration fees. Please read more about these changes in our handbook!
NEW PICK-UP POLICY
Pick up will be at the back gym door at CRES. Please ring the doorbell. You must remain
outside the door and will need to show identification.
MASKS & SOCIAL DISTANCING
We are following the school guidelines for mask wearing and social distancing.
SNACK AND DRINK
PAL will be providing an afternoon snack. Please pack a drink and/or a refillable water bottle
for your child.
*POLICIES SUBJECT TO CHANGE AT ANY TIME.
PLEASE REFER TO OUR HANDBOOK FOR ADDITIONAL INFORMATION*
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Mission
Parent’s Alternative to Latchkey provides safe and affordable before and after school childcare
to local working families in York Maine.

Philosophy
“Children need the freedom and time to play. Play is not a luxury it is a necessity.”
-Kay Redfield Jamison, Contemporary American Professor of Psychiatry
Parents need to know and feel that their children are safe and well cared for while they are working. It is our
philosophy that on top of safe, quality care, children need to be treated with respect and welcomed into a
positive environment with open arms.

Goals
To help children learn and grow while following their individual interests and needs.
To engage with every child in a caring and positive manner and to focus on cultivating four core values:
Honesty
Caring
Respect
Responsibility
To provide parents with a secure, safe and happy place for their children.

Parent Involvement Philosophy
We believe that building strong relationships with families is the best way to meet the individual needs of the
children in our program. You are the expert on your child and we encourage you to participate in their care
through involvement in our parent board, sharing your families’ traditions and culture, volunteering,
fundraising, visiting the program and attending family orientated events.
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OUR PROGRAM
Parents Alternative to Latchkey is an independent before and after school childcare program operating within
the York public school district since 1989. This school year 2021-2022, our program will be serving children
Kindergarten through Fourth grade from Village Elementary and Coastal Ridge Elementary schools in York.
P.A.L. is a non-profit organization and has a volunteer Board of Directors. Two family fundraisers are held each
school year to help raise funds for the program. All staff pass a criminal background check and Child Protective
Intake records check. Staff members are certified in Child and Infant CPR/First Aid by the American Red Cross
and receive on average 18-30 hours of State approved professional development training in childcare related
courses per year. All staff are Mandated Reporters. We are members of the Maine Roads to Quality professional
association and are committed to providing quality care through continued training and education.

MORNING PROGRAM
Opens at 6:30AM
P.A.L.’s morning session is held in the gymnasium at CRES from 6:30am – until the start of school.
Parents/Guardians walk their children to the CRES Gym door and sign them in. The children are supervised
and involved in daily activities until the start of school.
•C.R.E.S. Students – Coastal Ridge Elementary students will walk to their classrooms when the bell rings.
•V.E.S. Students – Village Elementary students are transported by bus to school from P.A.L.
BREAKFAST– CRES children may purchase breakfast when the school bell rings, or if your child attends
Village Elementary, they may purchase breakfast when they arrive at school. Children may also bring their
own breakfast to P.A.L. to eat prior to the start of school if you prefer.

MORNING SCHEDULE:
• 6:30am - Children begin to arrive and may choose independent desk activities (craft projects, games, etc.)
• Clean up the room approx. 35 minutes prior to the start of school
• Recess (weather permitting) or indoor activity.
• AM School Bell Rings - Children are dismissed to their classrooms, or to the bus to be transported to VES.

AFTERNOON PROGRAM
Closes at 6:00PM
P.A.L.’s afternoon session is held in the gymnasium at CRES from school dismissal until 6:00pm. Children
arrive at P.A.L., are signed in and supervised in daily activities until they’re signed out by a Parent/Guardian.
•C.R.E.S. Students – Coastal Ridge Elementary students will walk from class directly to P.A.L. and sign in.
•V.E.S. Students – Village Elementary students will be bussed to P.A.L. at CRES and sign in.
SNACK TIME – A snack is provided by P.A.L. Please send your child with a drink/refillable water
bottle! Please note that sending an additional snack with your child for the late afternoon is encouraged,
especially if they have certain dietary needs or will be with us for the duration of the afternoon.

AFTERNOON SCHEDULE:
• CRES students arrive, then VES students by bus - sign in, sanitize hands and have snack.
• Recess (weather permitting)
• Children may choose: Independent desk activities (coloring, craft projects, etc.) and/or Homework Club
• Clean up the room.
• 2nd Recess (weather permitting), or Indoor desk activities.
• 6:00pm - Close.
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DESCRIPTION OF DAILY ACTIVITIES
Our program’s activities are planned based upon children’s interests, skills and abilities (while
following the school and CDC guidelines for health & safety). These activities are guided by an
understanding of children’s developmental needs - and all games, materials and equipment are
developmentally appropriate, accessible and reflect all children’s interests. ALL supplies and
materials are thoroughly cleaned after each use.
• • • • • • • • • • • • • • • • • • • • • • • • • • • •
SNACK TIME
A snack is provided by P.A.L. and served when the children arrive at the program, either outside at recess
weather permitting or indoors at the cafeteria (socially distanced). We schedule a daily snack and adhere to the
school’s “peanut free” policy. We strive to provide healthy and nutritious snacks that often include fruits,
vegetables, gluten free and dairy free options on most days. If our snack does not meet your child’s dietary
needs, feel free to pack a snack from home for them to eat at P.A.L. Please contact a Director if you have any
questions or concerns. Please note that sending an additional snack with your child for the late afternoon is
encouraged, especially if they have certain dietary needs or will be with us for the duration of the afternoon. We
ask that they be healthy in manner and must adhere to the school’s “peanut free” policy.
PLEASE PACK A DRINK / REFILLABLE WATER BOTTLE FOR YOUR CHILD
CRAFT
Children will have access to several craft supplies, whether it is a planned craft for the day or they may choose
materials to craft on their own! All materials will be handed out to each child, and properly cleaned after each
use. Our pre-planned crafts are designed to reflect the children’s interests and abilities, and all materials used
are developmentally appropriate. We encourage all children to be creative! They have amazing imaginations
and talent!
RECESS
P.A.L. provides outside recess daily, and is approximately 30 – 60 minutes long, weather permitting. In the
warm weather seasons, we will have a second recess after clean up time in the afternoons. We follow a Weather
Index chart that we use to help us determine whether it is too hot or too cold for the children to be outside.
During winter months we require all children to wear a jacket, hat/hood, mittens/gloves and boots to be able to
play outdoors. We encourage these items to be kept in a reusable shopping bag to help contain their belongings
at their desks in the gym. Please send your child with appropriate clothing for outdoor play!
A first-aid bag is taken out to recess daily. This bag includes instant ice packs, Band-Aids, antiseptic wash, etc.
and also includes any emergency inhalers and Epi-Pens that parents have brought in for their children. All staff
on recess duty carry a walkie talkie to communicate with other staff.
HOMEWORK CLUB
Homework Club is offered daily and is held in the cafeteria in the afternoon. This is a great opportunity for your
child to complete their homework assignments and reading in a quiet space. Staff assist children when needed.
Attending Homework Club is encouraged but optional. Please inform us if you would like Homework Club to
be mandatory for your child (please know that your child will still have the opportunity to also participate in
independent desk activities, Craft, etc. before/after their homework club time).
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Policies and Procedures
PROGRAM RATES

• MORNING PROGRAM – weekly tuition: $50
• AFTERNOON PROGRAM – weekly tuition: $120 (includes snack)
STANDARD FEES
•ANNUAL REGISTRATION FEE: $50.00 ($10.00 per additional child.) If registered after March 1st of the
current school year, registration fee is $25.00 ($10.00 per additional child).
•REFUNDABLE TUITION SECURITY DEPOSIT: $120.00 per family, regardless of date enrolled. Deposit
will be refunded to your account at the end of the school year.
•FUNDRAISING OBLIGATION: $100.00 per year. P.A.L. holds a minimum of two fundraisers per school
year. See “Fundraising” section of this handbook for more information.

CONDITIONAL FEES
•LATE PICK-UP FEE: $5.00 per family for every minute after 6:00pm.
•NO CALL FEE (pm only): $10.00 per child, this fee is charged in addition to your weekly tuition charge.
This charge is assessed when P.A.L. has not been notified ahead of time that your child is not attending that
day, or has been added last minute to a day that we do not expect them. To avoid a “no call fee” we must be
notified no later than 1:45pm on the day the child will/will not be attending.
•NON-SUFFICIENT FUNDS FEE: $45.00 will be charged when automatic deduction payments do not clear,
due to insufficient funds from your account that we have on file.

REGISTRATION
Before your child’s spot is confirmed, registration forms MUST be filled out completely.
Tuition Express Form and MyProcare – The Tuition Express Form (included within Registration
packet) must be filled out with a valid bank account or Credit/Debit Card to be kept on file. MyProcare Portal is
a free online portal for you to access account information and pay registration fees.
Weekly tuition payments will be automatically charged on Friday evening to your card on file for the
following week. If your payment is rejected due to your card being compromised, being over the limit, or if the
card expiration date passes, you are responsible to update your account prior to the withdrawal of next week’s
funds - otherwise your service for the next week is suspended until your account is updated on your ‘My
Procare Portal’. Parents/Guardians will be responsible for the $45 Non-Sufficient Funds fee.

Paying Registration Fees -You will receive a confirmation email once your registration form has been
received and processed. Once you receive this confirmation email, you can then log in to your MyProcare Portal
to pay your Registration Fees and Tuition Security Deposit. *If these fees are not paid after receiving email
confirmation, the fees will be automatically deducted from your account on file the following Friday evening*

Fees due at that time will include a non-refundable $50.00 registration fee ($10.00 for each additional child) as
well as a $120.00 refundable Tuition Security Deposit (per family). The Tuition Security Deposit will be held
until the end of your contract and will be refunded back to your account in June. If at that time your account is
not in good standing, your deposit will not be returned and will be deducted from your outstanding balance.
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BILLING
•Weekly tuition payments for the following week are automatically charged on Friday evening to your card on
file. Cash and Check payments are not accepted.
•Parents/Guardians will be responsible for the $45 Non-Sufficient Funds fee. If we have made several attempts
to contact you regarding your account and have had no response, the Directors may decide that suspension or
removal from the program is necessary.
•A two-week notice is necessary for Withdrawal Notices (more info on this in next section). If you fail to give a
two-week notice, you will be responsible for paying your weekly tuition for those first two weeks.
•Questions, please contact Co-Director Laura Gilchrest at 207-363-3148 between the hours of 9am-4pm or
you may email her at LauraGilchrest.PAL@gmail.com

Financial Assistance - Financial assistance is offered and an application for financial hardship is available
upon request. If you qualify for tuition assistance and fail to keep your account current the financial aid may be
terminated for the year. No credit balances are carried over to the next year beyond the discounted amount.

SCHEDULING INFORMATION
SCHEDULING
This school year with scheduling, a spot will be held for your child to attend the program Monday through
Friday every week. You can choose morning sessions, afternoon sessions, or both. If you choose not to send
your child 5 days, please indicate on the registration form which days they will be attending every week. We
MUST be notified ahead of time if your child will not be attending the program for the day, or if they need to
be added last minute to an additional day. You will be charged the full weekly tuition for mornings and/or
afternoons whether your child attends or not, as this will always guarantee space for your child on those days. If
you fail to notify us that your child will be absent on their days or added to additional days, the $10 No-Call Fee
will be charged.

Schedule Change Notice
A Schedule Change Notice is used when you need to change the days that your child will attend every
week. Please see a PAL staff member for this form. You may also view/print the form on our website.

Temporary Absence Notice
A Temporary Absence Notice is used when you have changes in your child’s schedule that will have
your child absent from the Program for a consistent amount of time before resuming back to their
original weekly schedule (ie. Family vacations, afterschool sports, etc.). This is considered a Temporary
Absence and your original contracted rates will still apply during this time frame (so your child’s spot is
still held). A two-week notice is appreciated so that we may staff accordingly. Please see a PAL staff
member for this form.

Withdrawal Notice
A Withdrawal Notice is used when you no longer need to send your child to the program. Their spot in
the program would no longer be held. Please see a PAL staff member for this form.
A two-week notice is required for a Withdrawal Notice. If you fail to give the two-week notice, you are
required to pay your original contracted rates for these first two weeks.
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ATTENDANCE - If your child does not attend school, he or she may not attend P.A.L.
Children may NOT attend the program if they have been sent home from school for behavior problems or illness.
A two-week notice must be given to Withdraw from the program (see “Schedule Changes” section above)
If your child will not be attending the afternoon program for any reason – or needs to be added to a day, you
must call 207-363-1441 to notify us prior to 1:45pm. Our answering machine is always on for you to leave a
message, please do not email changes; emails are not an acceptable form of notification of schedule changes.
There is a $10.00 no-call fee each time you do not notify us by phone of these types of changes. Your child’s
teacher or nurse is not responsible for notifying us, you are. You are also responsible for communicating
these types of changes with your child’s teacher.

DAYS OF OPERATION
P.A.L. follows the York School schedule. P.A.L. does NOT operate when school is not in session; during
school vacations, holidays, and snow days. The program will not operate if school is delayed (no A.M. session)
or released early due to bad weather (No P.M. session). We do not charge tuition on school vacations, holidays,
snow days, and when school is closed.

MORNING DROP OFF POLICY
When dropping off your child at PAL you must accompany your child to the door, ring bell and sign them in.

AFTERNOON PICK UP POLICY
When picking up your child in the afternoon, please ring the doorbell at the Gym back door. A staff member
will greet you at the door with a clipboard for sign-out. Due to Health and Safety concerns, you must remain
outside the door. Parent/Guardian must show a valid photo identification at the door. Staff will collect your
child and their belongings and bring them to the door for you.
Children will ONLY be released to persons specified on your registration form. Any permanent changes
to the authorized pick-up list must be made in writing and will not be accepted over the phone. If someone is
not on your authorized list and will be picking up your child, we need a signed/dated note or an email (to be
signed the next day). We will need to verify their identity, so please instruct the person picking up your children
to have valid photo identification with them at the door.
Children must be picked up no later than 6:00pm, the clock on the sign out desk will be used to determine this.
If you are late, you will be charged $5 per minute per family. After 10 minutes the staff will call the names
listed on your emergency contact form to come and pick up your child. If by 6:30pm attempts to reach either a
parent or person on the emergency contact list have not been successful, the police will be notified.

RELEASING CHILDREN TO VISIBLY IMPAIRED PERSONS
As the safety of the children in our program is our number one concern, we feel that this extends through the
release of the child to his/her parent or guardian at the end of each day. For the protection of the children,
the following procedures have been developed regarding the release of children to parents/persons who are
visibly impaired and who may not be able to drive a child home safely. If a parent/person arrives to pick up a
child and exhibits behavior such as: slurred or incoherent speech, difficulty walking, or other unusual behaviors
that may indicate the use of drugs and/or alcohol, P.A.L. staff will take the following action:
1. A staff member will inform and discuss with the person his/her concerns.
2. The staff member will inquire as to the person’s intended means for transporting the child.
3. If the person intends to drive, the staff member will encourage them to consider alternatives (i.e. calling a friend, or taxi).
4. If the person insists on driving in an impaired condition, the staff will inform them that he/she will call the police with the name of
the driver and passengers, vehicle information, home address, and our concern that the child is in danger.
5. A call will also be made to the Department of Health and Human Services.
6. The childcare Director will telephone the parent/guardian the next day to arrange a required meeting. The meeting will include a
Director, the staff member involved and the incident will be discussed and the policies will be reviewed. We reserve the right to
terminate any contract if parent/guardian fails to attend this required meeting.
7. Due to legal consequences, a second incident requiring staff intervention will result in dismissing childcare services for that family.
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INVOLVEMENT IN OUR PROGRAM
FAMILY ORIENTATION
We encourage parents/guardians to reach out to the Co-Directors with any questions/concerns before enrolling.
We also encourage families to schedule an orientation conference to meet with a Director before your child
begins at the program. This conference is a great time for us to learn about one another, hear about your child’s
likes and dislikes, their learning styles and behaviors. It will also help you to learn about our program and
policies and make sure that P.A.L. is a good fit for your family. We believe that sharing as much information as
possible will help to make your child’s experience at P.A.L. a success. Please be assured that we treat all
information exchanged with the utmost respect and confidentiality.

SCHOOL COMMUNICATION
Due to confidentiality and privacy, P.A.L. does not communicate with the school about your child without your
permission. There is a ‘Permission to Communicate’ Form that you can sign at P.A.L. if you would like us to be
able to communicate with your child’s teacher, principal, guidance counselor, etc.
IFSP/IEP – If your child has an IFSP (Individualized Family Service Plan) or IEP (Individualized
Education Plan) please know that you are encouraged to share these plans with P.A.L. and you may also choose
to have us participate in any necessary meetings as well. If you choose to do so, a ‘Permission to Communicate’
Form is required. Please contact a Director to discuss this.

FAMILY CONFERENCES
P.A.L. offers opportunities for orientation conferences in August before your child begins at the program. If you
choose to have a conference, a Director will email/call you with choice of dates and times available. Please
know that you may request a conference with a Director at any time if you choose, to discuss your child’s
cognitive, social emotional and/or physical development needs.

COMMUNICATION
This handbook is intended to help guide you with information about our program and our policies; it does not
cover every situation that will arise. For your child/children to be successful in the program it is important that
we maintain good communication. Please feel free to contact either Director of the program, Nancy Conrad
363-1441 or Laura Gilchrest: lauragilchrest.PAL@gmail.com, at any time with questions or concerns.

E-NEWSLETTERS
Email Newsletters are sent monthly. This is a great way for us to communicate with you about important info &
events. We use the emails listed on your child’s registration forms. If there is another email you would like us to
use, please let us know. If you are not receiving the newsletters, be sure to check your Junk/Spam file.

PARENT INVOLVEMENT BOARD
P.A.L. has a Parent Involvement Board that meets twice during the school year. This is an excellent way for you
to be involved in our program. The parents and staff will share ideas and concerns and work as a team, so that
all children and families enrolled will have the best possible experience while at our program.

FUNDRAISING
P.A.L. will host a minimum of two fundraisers per school year, typically one in the Fall and one in the Spring.
Families are required to contribute the $100.00 over the course of the two fundraisers. The $100.00 total applies
to all families who register, regardless of the number of days they attend per year. Families who do not wish to
actively participate in the fundraiser sales will be billed for the $100.00 or any remaining fundraiser balances in
April of the school year. Unpaid fundraiser balances will be deducted from your tuition security deposit.
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HEALTH AND SAFETY
All staff members are trained in basic First Aid and CPR and will administer basic treatment when warranted. If
your child is seriously injured and/or having a medical emergency while at P.A.L., we will contact you as soon
as possible. If you cannot be reached, we will attempt to call the persons listed on your emergency contact list.
911 emergency services will be utilized if deemed necessary.

ILLNESS AND COMMUNICABLE DISEASE
Children who are ill or show symptoms of a communicable disease may not attend the program. This includes
fever, diarrhea, vomiting, excessive congestion and any contagious illness that is transferable from one person
to another (this includes Pink eye). Children with any contagious illness are not permitted to return to the
program until 24 hours after the start of the antibiotic medication. Any children with lice, scabies or other
parasitic infestation are not permitted to return to the program until 48 hours after symptoms and/or visible
infestations are no longer present.
If your child becomes ill or has symptoms of a communicable disease at school your child may not attend
P.A.L. Your child must be picked up at school, not at P.A.L.
If your child becomes ill or has symptoms of a communicable disease at P.A.L., you will be notified to pick
them up as soon as possible. Following Health and Safety guidelines, your child will be quarantined until you
arrive. If you are unable to pick up your child immediately, you will be asked to arrange for someone else to
come and pick them up within 30 minutes of our initial phone call. If you are late picking up your ill child three
times or more, dismissal from the program will be discussed and will be at the discretion of the Directors.
Children must be fever free (without the use of fever reducing medication) and have had no bouts of vomiting
or diarrhea for 24 hours to be able to return to the program.
You are still required to pay for days your child is out due to illness or communicable disease.

LICE POLICY
All Children are observed at the program. If it is noticed that your child is excessively scratching their head or
has any live lice and/or visible eggs (nits) in their hair, parents/guardians will be called to pick up their child
from the program immediately, and they are not permitted to return to the program until 48 hours after the
visible eggs and/or live lice are no longer present.

MEDICATIONS
We do not administer medication to children, except Epi-Pens and Emergency Inhalers. Do not send
medications with your child to the program. We do not transfer any medications from P.A.L. to school.

EMERGENCY MEDICATIONS
If your child requires an Epi-Pen or inhaler, specific Action Plan forms are required. These forms must be
fully completed and returned with the registration forms before your child may attend. All staff members are
trained by a licensed professional to administer Epi-Pens and Emergency Inhalers.
The Action Plans must be completed by your child’s healthcare provider. They are considered valid for one
year from the date of the provider’s signature. Should the Action Plans expire during the school year they must
be replaced immediately. If the plans are expired, the child will not be allowed to attend until they are replaced.
Parent/Guardians are responsible for providing P.A.L. with unexpired medications in their original packaging,
exactly as listed on all action plans; substitutions may not be made. Should the medications expire during the
school year, they must be replaced immediately. If the medications expire, the child will not be allowed to
attend the program until they are replaced.
♦Parents/Guardians are responsible for monitoring their children’s medication expiration dates.
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REPORTING ILLNESS TO THE CDC
As a childcare facility licensed by the State of Maine Department of Health and Human Services, we are
required by law to notify the Maine CDC of cases or suspected cases of certain reportable diseases or
conditions. This is in effort to minimize the exposure of specific health threats and highly contagious diseases.
A list of notifiable conditions can be provided to you upon request.

DIAPERS AND PULL-UPS
P.A.L. does not have the facilities, nor do we have access to facilities to change diapers or pull-ups.
Children entering the program must be out of diapers and pull ups.

SOILED CLOTHING:
♦ We know all children may have a toileting accident or soil their clothing at some point. If this happens, we
expect that the child be able to clean and change themselves without staff support or assistance in 15 minutes or
less. We will provide baby wipes and a change of clothing if necessary.
♦ We are not able to physically assist them in cleaning themselves.
♦ Unless under special circumstances (see below); we will not enter the bathroom with a child.

REFUSAL TO CLEAN THEMSELVES:
♦ Children will not be allowed to stay in soiled clothing. If your child refuses to clean themselves within the 15minute time frame, parents will be called & expected to pick them up within 30 minutes of the initial phone call.
♦ If a child refuses to clean and change themselves 3 times consecutively, they will be suspended from the
program until they are able to do so on their own.
♦ If upon return to the program this behavior pattern repeats (3 times consecutively again) they will be
dismissed from the program for the rest of the school year.
♦ Late pick up for an ill child or child with soiled clothing who refuses to change:
If this happens three times, the family will be dismissed from the program.

SPECIAL CIRCUMSTANCES - Diarrhea and/or Vomiting:
♦ Two staff members will enter the bathroom and stay with the child to provide care and comfort. We will give
support, such as providing clothes and wipes and a bag for soiled clothing.
♦ Staff cannot physically help the child to clean themselves up, they must be able to do so on their own.
♦ We will stay in the bathroom with them until they are able to come out, after which we will have them sit at
the sign out desk until a parent/guardian can pick them up.

NON-DISCLOSURE
To best serve you and your family and to create a safe and healthy environment for all the children in our
program, it is vital that we be made aware of any health, behavioral, or safety concerns and conditions that may
affect the well-being and safety of your child and others at P.A.L. This should be done immediately upon
registration or as soon as they develop. Should you fail to inform us of a serious condition, we reserve the right
to terminate your contract, and P.A.L. will not be subject to liability.

EMERGENCY/DISASTER EVACUATION
In the event of an Emergency or Disaster in which evacuation of the building is necessary, we will walk the
children to our evacuation location. Our evacuation location is located at the bottom of the driveway area at
Coastal Ridge Elementary School. P.A.L. childcare services will continue until all children have been picked
up. In the event emergency officials relocate staff and children, parents and guardians will be notified via phone
when and where to pick up the children.
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GUIDANCE AND DISCIPLINE
♦ Children are entitled to a safe and pleasant environment. All staff use positive methods of child management
that encourages self-control, self-direction, self-esteem and cooperation. We stress positive correction practices,
such as redirection, providing choices, positive reinforcement, conflict resolution skills, and encouraging the
use of language skills, when developmentally appropriate.
♦ Physical and emotional discipline (such as shaming, humiliation, withholding food, confinement, verbal or
physical abuse) are strictly prohibited.
♦ If a child exhibits challenging behaviors, we will make every attempt at providing positive guidance to
change that behavior, which may include creating a written plan with parents or guardians.

BEHAVIOR SUPPORT
It is quite common for all children to exhibit challenging behaviors from time to time. At P.A.L. our trained
staff can help identify these challenges and develop plans to correct the behavior. If an issue arises, we will
work with you to provide additional support, resources, or educational materials.

BEHAVIOR CONSEQUENCES
We will monitor all children’s behavior daily, make corrections and re-directions as needed, and make verbal
reports to parents at pick up as necessary. If behaviors become trends or escalate, we may take such action as a
call to parents, a written account of a verbal warning, or a written warning. After 3 written warnings for
problem behaviors, a one-day suspension may be warranted. If after the one-day suspension the behavior
persists, a one-week suspension may be issued. If after a one-week suspension the behavior is still present, we
may determine that dismissal from the program is appropriate.
If a child in the program physically or emotionally harms another child or staff member in any way, the
following guidelines will be followed if appropriate: The first incident will receive written warning, the 2nd
incident will warrant a 1-day suspension, the 3rd incident warrants a one-week suspension, the 4th incident
results in dismissal from the program for the remainder of the school year.
These guidelines are subject to change and the severity of the incident is taken into consideration. The same
consequences will be true for any destruction of school/P.A.L. property or inappropriate language or actions. If
a child becomes physically aggressive and harmful to themselves or others or puts the safety of others in the
program in jeopardy, the Directors may deem it necessary for that child to be removed from the program,
bypassing our stated guideline policy.

COMMUNICATION REGARDING BEHAVIOR
When a child exhibits challenging behavior, it is key that parents and staff communicate clearly and regularly to
fully support the child. In certain situations, we may require a family meeting to discuss the issue and develop a
plan of action or behavior plan.
If we have made several attempts to contact you regarding your child’s behavior and have had no response, the
Directors may decide that suspension or removal from the program is necessary.
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ADDITIONAL INFORMATION
PERSONAL BELONGINGS
P.A.L. asks that all toys and electronics stay at home. Children are not permitted to use their cell phones or
hand-held devices while at the program. The goal of our program is to stay “Unplugged”, which gives the
children the opportunity to play, build friendships and explore their creativity!
Please label your child’s clothing and belongings. There is a lost and found bin at the site. P.A.L. is not
responsible for personal belongings that become damaged, lost or left at the program.

PHOTOGRAPHY
Photographs of the children are taken throughout the year during special events and activities. These pictures
may be made public through advertisement, newspaper articles, press releases, social media, and other venues,
provided parents and/or guardians sign a photography release form. Parents and/or guardians have the option to
decline consent, and any photographs with images of their children will not be used outside of the program.

USE OF PASSIVE MEDIA
The use of passive media such as television, films, and computer games are limited to developmentally
appropriate programming. We watch films on a very limited basis and only those with a ‘G’ or ‘PG’ rating will
be shown. The staff will preview all movies and music before it is viewed or listened to.

ANTI–DISCRIMINATION POLICY (STATEMENT OF INCLUSION)
It is our policy to serve all children to the best of our ability while adhering to our state guided child/adult ratios.
Within reasonable accommodations, we will include all children with and without special needs in our program.
P.A.L. follows the Americans with Disabilities Act (ADA) standards. P.A.L. does not discriminate on the
grounds of race, color, religion, sex, sexual orientation, including transgender status and gender expression,
national origin, citizenship status, age, disability, genetic information or veteran status, in employment,
education, and all other programs and activities.

CONFIDENTIALITY
We at the P.A.L. Program are very sensitive to the fact that information concerning you, your child, and your
family is private and personal. Trust and confidentiality are essential to building positive relationships. We are
committed to maintaining your privacy and protecting your personal information. P.A.L. will not disclose
information except as required by law.

TERMINATION OF CONTRACT
The P.A.L. Program reserves the right to terminate any contract without notice when termination is in the best
interest of the children in our Program, and the Program itself. We also reserve the right to terminate any
contract without notice if parents/guardians fail to comply with the policies and procedures as outlined in this
handbook.
To best serve you and your family and to create a safe and healthy environment for all the children in our
program, it is vital that we be made aware of any health, behavioral or safety concerns and conditions that may
affect your child and are supported by medical documentation by a licensed health care provider. We must be
notified immediately upon registration or as soon as they develop. Should you fail to inform us of a serious
condition, we reserve the right to terminate your contract and we will not be subject to liability.
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REPORTING ABUSE AND NEGLECT
“Abuse or neglect” means a threat to a child’s health or welfare by physical, mental, or emotional injury or
impairment, sexual abuse or exploitation, deprivation of essential needs or lack of protection from these, by a
person responsible for the child.
All staff members are trained State Mandated Reporters. We are obligated to report suspected child abuse and
neglect to the Department of Health and Human Services via the Child Abuse Hotline 1-800-452-1999.

REPORTING LICENSING VIOLATIONS
P.A.L. is fully licensed by the State of Maine. Suspected violations can be reported to the Department of Health
and Human Services Child Care Licensing Unit, 207-287-9300.

COMMUNITY RESOURCES
211: Dial 211 or go to www.211maine.org to connect to resources in your area.
MaineCare: Provides health programs and food stamps. Call 1-800-482-0790 or visit the State of Maine
website at http://maine.gov/dhhs/OIAS/public-assistance/index.html .
Maine Coalition to End Domestic Violence: Statewide Domestic Violence Helpline:
1-866-83-4HELP, http://www.mcedv.org/
York Community Action: Provides information and referrals for advocates and emergency assistance for
shelter, utilities, heat or food. Call 207-439-2699, https://www.yccac.org/
York Community Service Association: Help for people who live in York with emergency situations/needs
such as rent, medication, heat, food, etc. Please call
207-363-5504, http://ycsame.org
York Hospital Financial Assistance Program: Offers assistance to residents of Maine. Call 207-351-2398, or
visit their website at http://www.yorkhospital.com/programs/financial-assistance-program.aspx

P.A.L. Program Co-Directors:
Nancy Conrad – general questions/concerns
P.A.L. Phone: 207-363-1441
Laura Gilchrest – billing questions
LauraGilchrest.PAL@gmail.com
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The P.A.L. Program • 2021-2022 Registration Form
❖ All information is required before your child may attend ❖

Child Information
Child’s Full Name:

D.O.B:

 Female  Male

Physical Address:
School:  V.E.S.  C.R.E.S.

Teacher:

Grade:

P.M. Bus #:

CONTRACTED Parent/Guardian Information (First Emergency Contact)
**All Fields Required**
Full Name: _______________________________ D.O.B: ________ Relation to Child: ________________
SSN: _______________________________ Email Address: _______________________________________
(Billing info & E-Newsletters sent here!)

Physical Address: ___________________________
(Street)

Mailing Address: ____________________________
(Street / PO Box)

___________________

_____________

(City / State)

(Zip Cod e)

___________________
(City / State)

_____________
(Zip Code)

Home Phone: _______________________________
Cell Phone: __________________________
••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••
Work Place: ________________________________
Work Phone: ________________________
Physical Address: ____________________________
(Street)

___________________

_____________

(City / State)

(Zip Code)

Second Parent/Guardian Information (Second Emergency Contact)
Full Name: _______________________________ D.O.B: ________ Relation to Child: ________________
SSN: _______________________________ Email Address: _______________________________________
(E-Newsletters sent here!)

Physical Address: ___________________________
(Street)

Mailing Address: ____________________________
(Street / PO Box)

___________________

_____________

(City / State)

(Zip Cod e)

___________________
(City / State)

_____________
(Zip Code)

Home Phone: _______________________________
Cell Phone: __________________________
••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••
Work Place: ________________________________
Work Phone: ________________________
Physical Address: ____________________________
(Street)

___________________

_____________

(City / State)

(Zip Code)

Alternate Pick-Up List
**Person(s) on your pick-up list must present a valid State or Federal Photo Identification**
Full Name:
Phone Number(s):
Physical Address:
Full Name:
Phone Number(s):
Physical Address:
Full Name:
Phone Number(s):
Physical Address:
Parent’s Alternative to Latchkey • PO Box 148, York, ME 03909 • 207-363-1441 • TIN: 01-0447337

The P.A.L. Program • 2021-2022 Registration Form
Medical Information
To help ensure that your child is safe and happy in our program, please tell us if they have any
diagnosed health, dietary or behavioral concerns that we should be aware of.
You may choose to speak with a Director if you prefer.

Has your child been immunized?

Yes

No

Please list all medications your child is currently taking:

Please check here if your child is prescribed the following:

Epi-Pen

Emergency Inhaler

You are responsible for providing P.A.L. with an unexpired Epi-Pen and/or Emergency Inhaler to be kept on
site. If you checked yes to either or both boxes you must have the Allergy/Anaphylaxis Action Plan and /or
Asthma Action Plan forms completed by your child's healthcare provider prior to your child attending P.A.L.

Healthcare Provider:
Physical Address: ____________________________
(Street)

Phone Number(s):
___________________

_____________

(City / State)

(Zip Code)

••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••

Dentist:
Physical Address: ____________________________
(Street)

Phone Number(s):
___________________

_____________

(City / State)

(Zip Code)

Additional Information
We at P.A.L. believe that good communication between families and staff is the best way to provide quality care and a
happy, healthy environment for all the children in our program. Please use this section to tell us about your child and/or
your family that may help us in that endeavor. For example; what are their likes or dislikes, interests or hobbies? Do you
have a special way of calming your child if they become upset? Anything you wish to share will be helpful.

•If your child has an IFSP (Individualized Family Service Plan) or IEP (Individualized Education Plan),
you may choose to note it here and/or you may speak with a Director.

Parent’s Alternative to Latchkey • PO Box 148, York, ME 03909 • 207-363-1441 • TIN: 01-0447337

2021-2022 • Parent/Guardian Agreement Checklist
Medical Release
I hereby give my permission for the P.A.L. Program staff to give my child ___________________________, simple first aid
when necessary. In the event of serious injury, I authorize ambulance or squad attendants to administer such treatment as is
medically necessary; and I authorize the hospital to undertake examination and treatment if warranted on behalf of my child.
Printed Name: _________________________________
Signature: __________________________________

Payment Policy
I have read and agree to comply with the payment policy as outlined in the Parent Handbook. I, as the contracted parent,
agree to pay 100% of all tuition charges, all fees (including Non-Sufficient Funds Fee) and all fundraiser obligations.
Initials: ________

Tuition Express Form and MyProcare Portal
I agree to providing a valid credit/debit card OR bank account information on the Tuition Express Form attached. I agree that
Weekly tuition payments will be automatically charged on Friday evening to my card/bank account on file for the following
week. Once I receive email confirmation that this registration form has been received and processed, I agree to log in to
MyProcare Portal to pay the Registration and Tuition Security Deposit fees. *If these registration fees are not paid after
receiving email confirmation, the fees will be automatically deducted from your account on file the following Friday*
Initials: ________

Late Pick Up Policy
I agree to comply with the late pick-up policy as outlined in the Parent Handbook. I understand that PAL closes at 6:00pm. If
I am late picking up my child according to the clock at the sign out desk, I will be subject to a $5.00 per minute late fee.
Initials: ________

“No Call” Fee Policy
I have read and agree to comply with the "No Call" fee policy as outlined in the Parent Handbook. I understand that it is my
responsibility to notify the P.A.L. Program before 1:45 pm of a schedule change taking place on that day. I must call 207363-1441 to make this notification, emails are not acceptable. If I fail to call the Program by 1:45pm I am responsible for a
$10.00 No Call Fee.
Initials: ________

Fundraiser Policy
I have read and agree to comply with the Fundraiser Policy as outlined in the Parent Handbook. I understand that I am
responsible for raising $100.00 per school year, either through participation in various fundraisers or by direct donation. If I
fail to meet this obligation in full, I will be charged for the remaining amount.
Initials: ________

Photography Consent/Release
I give permission for the P.A.L. Program to use photographs and video of my child for promotion or use on our social media
sites. I authorize the use without receipt of compensation and release the Program from liability of this usage.
Please Initial One:
Accept ________
Decline ________

Orientation Conference
I would like to meet with a Director to better orient myself with the program and to discuss policies and procedures
before my child begins. I would like a Director to call/email me to arrange a conference.
I do not wish to meet for an orientation conference to discuss policies and procedures before my child begins.
(If you check this box, please know that you may request a conference with a Director at a later date/time if you choose)
______________________________________________________________________________________________________________

By signing below, I acknowledge that I have read and agree to comply with the P.A.L. Program's
Policies and Procedures listed in the Parent Handbook.
______________________________
(Printed Name)

______________________________

___________

(Signature)

(Date)

Parent’s Alternative to Latchkey • PO Box 148, York, ME 03909 • 207-363-1441 • TIN: 01-0447337

2021-2022 • Scheduling Form
Child’s Name: ___________________________________
DATE child will begin at P.A.L. ________________
Month & Day

WEEKLY SCHEDULING
A spot will be held for your child to attend the program Monday through Friday every week. You can choose
morning sessions, afternoon sessions, or both. If you choose not to send your child 5 days, please indicate below
which days they will be attending each week. You will be charged the full weekly tuition for mornings and/or
afternoons whether your child attends or not, as this will always guarantee space for your child on those days.
***We MUST be notified ahead of time if your child will not be attending the program for the day,
or if they need to be added last minute to an additional day***

Circle the session/days your child will be attending each week:
*If you’re unsure which days - or if it will change weekly, you will need to call PAL daily/weekly to let us know!

MORNINGS:

M

T

W

Th

F

Weekly Tuition $50

--------------------------------------------------------AFTERNOONS:

M

T

W

Th

F

Weekly Tuition $120

My TOTAL Weekly Tuition = $__________
* Weekly tuition payments will be automatically charged on Friday evening
to your card on file for the following week. *
If your payment is rejected due to your card being compromised, being over the limit, or if the card expiration date passes,
you are responsible to update your account prior to the withdrawal of next week’s funds - otherwise your service for the
next week is suspended until your account is updated on your ‘My Procare Portal’.
Parents/Guardians will be responsible for the $45 Non-Sufficient Funds fee.

OFFICE USE ONLY
Staff Notes:

_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
**Registration Fee $50 first child ($25 after March 1st of current school year) $10 each additional child and Refundable
Tuition Security Deposit $120 will be paid through Parent Portal once registrant receives email confirmation**

Complete Registration Form

Tuition Express Form

Confirmation Email Sent
*Date Sent: _________

Staff Receiving Form: ____________ Date Received: ___________
Parent’s Alternative to Latchkey • PO Box 148, York, ME 03909 • 207-363-1441 • TIN: 01-0447337

Automated Payment Processing
Safe – Convenient – Easy

We are excited to offer the safety, convenience and ease of Tuition Express® – a payment processing system that allows on-time
tuition and fee payments to be made from either your bank account or credit card.
ELECTRONIC FUNDS TRANSFER AUTHORIZATION FOR BANK ACCOUNT

and CREDIT CARD

I (we) hereby authorize (business name) ____________________________________________
to initiate credit card
charges to the below referenced credit card account (Section A) OR,
initiate debit entries to my (our) Checking or
Savings Account, indicated below (Section B). To properly affect the cancellation of this agreement, I (we) are required to give
10 days written notice. Credit Union Members: Please contact your Credit Union to verify account and routing numbers for automatic payments. Check with the center for accepted credit card types.
COMPLETE ONE SECTION ONLY
SECTION A (Credit Card)

_______________________________________________________________________________________________________
Cardholder Name								Phone #			

_______________________________________________________________________________________________________

Cardholder Address					City					State			Zip		

_______________________________________________________________________________________________________
Account Number								Expiration Date

_________________________________________________________________________________________________________________________________
Cardholder Signature							Date
SECTION B (Bank Account)

_______________________________________________________________________________________________________
Your Name								Phone #			

_______________________________________________________________________________________________________
Address							City				State				Zip

_______________________________________________________________________________________________________
Bank or Credit Union Name		

_______________________________________________________________________________________________________
Bank or Credit Union Address 			City			State		Zip

Checking

Savings

_______________________________________________________________________________________________________
Routing Transit Number (see sample below)				

For Official Use Only

Account Number (see sample below)

A service of

Date Received
________________________
Employee Signature
________________________

Copyright Procare Software 1132014

Dear parent/guardian,
PAL is pleased to offer MyProcare, a free online portal for you to access account information
and easily pay tuition. MyProcare is safe, secure and created with your convenience in mind.
Log in today!
1. Go to MyProcare.com.
2. Enter your email address (the email you have on file with PAL) and
choose Secure Login.
3. Enter the confirmation code sent to your email, choose a password, and press Submit.
4. Then you may:
a. View your child’s schedule, account information and more.
b. Use the Pay button to make a payment with your card.
Thank you!
PAL and MyProcare

