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About the Family Handbook 
The West Street Camp Quest Family Manual outlines the policies and practices that are important for families who 
participate in Boys & Girls Clubs of Bristol programs to know. It was created to present our policies and practices 
in one reference source and to conform to certain state and federal laws by conveying necessary information to 
our families. The Boys & Girls Club of Bristol accepts all youth regardless of race, color, nationality, or religious 
background. We want to exchange thoughts and information on your child whenever necessary. We welcome 
families to our site at any time. Please feel free to share your time, talents, and treasures with us! 

Section 1: Guiding Principles 
Welcome 
The Boys & Girls Club of Bristol West Street division would like to take this opportunity to welcome your family 
into our program. Please use this BBGC Camp Quest Family Manual as a reference guide to help answer any 
questions you may have about our services. If you need further clarifications, please feel comfortable approaching 
our staff with any questions and concerns regarding our services. Throughout this manual, the term “parents” will 
be used to refer to those persons legally responsible for the youth enrolled in our program.  

Organization’s Mission  
Mission – To enable all young people, especially those who need us most, to realize their full potential as 
caring, responsible, and productive citizens.  

Objectives 
The Boys & Girls Club of Bristol seeks to foster an environment that is satisfying and beneficial on several 
levels.  
- Professional – To maintain our reputation and prominence in the community. 
- Ethical – To naturally integrate our individual and family core values in creating and maintaining a 

positive environment for all youth involved.  
- Social – To operate the organization in a way that actively recognizes the vital role that our 

organization plays in the community. 
- Personal – To maintain an environment that fosters the personal development and goals of 

individuals. 
Philosophy and Goals 
The Boys & Girls Club of Bristol Camp Quest program provides affordable, accessible, high-quality youth 
development services for the greater Bristol area. Through a shared partnership between qualified staff and 
families, we provide our youth with a safe, positive, fun, and engaging experience.  
 
We believe the strength of our program lies in the dedication of our professional staff. We support our youth 
development professionals with training, resources, and freedom to create unique learning experiences for our 
youth. We believe in positive methods of behavior guidance.  
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Parent/guardian involvement is a vital part of positive youth development. Parents are one of the most significant 
adults in a youth’s life. We work to create mutual respect between parents, community partners, and Club staff 
resulting in a partnership for the benefit of the youth. We have an open-door policy so you are welcome to drop 
in at any time. 

Goals 
 To promote positive relationships for all youth and encourage each youth’s sense of individual worth.  
 Promote the nutrition & health of youth and protect youth from injury and illness. 
 Employ a youth development staff that has the educational qualifications, knowledge, and professional 

commitment necessary to promote youth’s learning and development, and to support families’ diverse 
needs and interests. 

 Establish and maintain collaborative family relationships. 
 Establish relationships with community resources to support achieving our priority outcomes.  
 Provide a safe and healthy physical environment.  
 Implement strong personal, fiscal and program management policies so that all children, families, and 

staff have high quality experiences. ‘ 

Priority Outcomes 
- Academic Success – Graduate from high school ready for college, trade school, military, or employment. 
- Good Character and Citizenship – Be an engaged citizen involved in the community, register to vote, and 

model strong character.  
- Healthy Lifestyles – Adopt a healthy diet, practice healthy lifestyle choices, and make a lifelong 

commitment to fitness.  

Five Key Elements for Positive Youth Development 
We have learned that the level of impact a Club has on young people depends on how often and how long 
members participate, as well as how well the Club implements the following five key elements: 

o Safe, Positive Environment – Members develop a powerful sense of belonging through 
connections they establish with the staff and peers. Staff members make the Club feel like home, 
fostering a family atmosphere and creating a sense of ownership for members.  

o Fun – Club generates fun for members. 
o Supportive Relationships – Club youth develop meaningful relationships with peers and adults. 

Staff members actively cultivate such relationships to ensure that every member feels connected 
to one of more adults and peers. Staff members demonstrate warmth, caring, appreciation, 
acceptance, and proper guidance in their connections with members. 

o Opportunities and Expectations – Club youth acquire physical, social, technological, artistic and 
life skills. Clubs encourage members to develop a moral character and behave ethically. Staff 
members establish and reinforce elevated expectations and help young people do well in school 
and pursue post-secondary education. 

o Recognition – Clubs recognize and support young people’s self-worth and accomplishments. Staff 
members encourage youth, provide positive reinforcement as they make improvements, and 
experience success. The Club highlights young people’s achievements.  

Section 2: General Operations 
Admission, Registration and Membership Information 
All registration must be completed online via Procare at www.bbgc.org prior to attending the Boys and Girls Club. 
Only the legal guardian may register a youth/teen for the Camp Quest program. Once registered only those 
authorized on the registration and financial registration form can make modifications.  
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The Club offers recreational and fitness programs, social programs, mentoring, technology-based programs, and 
various other opportunities for youth to develop into productive, caring, and responsible citizens. For more 
information, please visit our website www.bbgc.org or call (860) 583-4734 to schedule a visit!  
 
Camp Quest Summer Program Tuition Information 
The West Street Clubhouse offers a summer program from tweens entering grades 6-8 based on the Bristol Board 
of Education calendar. Registration for Camp Quest begins in April of each year. You will be given the option to 
sign up for one or more weeks of Camp Quest. All families are required to pay a non-refundable, non-transferable 
fee ($50 per child) and deposit for each week ($50/wk. per child) that you sign up for. This is required to complete 
the registration process. Due to the quantity of applicants, the turnaround time can be as much as two weeks. 
Please be advised that while you wait for your determination your deposit for the weeks you signed up for is non-
refundable and non-transferable. If you sign up for our program and decide to drop a week or withdrawal from 
the program, you must submit a change of contract form to the West Street Administration Office at least two 
weeks prior to your withdrawal to avoid a 50% withdrawal fee to your tuition. Deposits for weeks you signed up 
for are non-refundable and non-transferable. If you do not provide at least one weeks’ notice for withdrawal, 
you are responsible for 50% of your child’s summer program fee for that week. You may sign up for additional 
weeks pending space availability by completing a Change of Contract Form and submitting it to the West Street 
Administrative office. Program payments for summer are due on Friday for the upcoming week. Payment plans 
are not offered for summer program. Scholarships are available to apply for.  

Waitlist & 30-Day Probationary Period 
To abide by the Office of Early Childhood Youth Camp requirements, BBGC Camp Quest follows a strict 12:1 staff 
to youth ratio, which may cause a waitlist or waiting period to occur. We accept children on a first come, first 
serve basis. If space is not available, names will be put on a waiting list and added on the same first come, first 
serve basis. Families are welcome to check in periodically to learn their status on the waitlist. Due to the quantity 
of applicants and the staff to child ratio, the acceptance rate from the wait list may be as much as 30 days. West 
St. staff will do their best to admit all children who fit our criteria as quickly as possible.  

 
Upon registration and admission to the program, all members enter a 30-day probationary period. This allows for 
the child to explore the program but also staff to evaluate their ability to succeed in a hands-off program. Multiple 
incident reports within the 30-day probationary period may result in termination from the program. All 
terminations are at the discretion of the West St. Unit Director. Refunds are only given if termination occurs within 
two (2) weeks of the start date. Refunds will not be given after that two-week period. 

Prior Organization Memberships 
If you or your child has been a member of other locations within the Bristol Boys and Girls Club, membership 
must be disclosed within the registration paperwork. Prior Organization memberships include Imagine Nation, 
Future Champions Gymnastics, and school-based locations in Bristol and other Boys and Girls club locations. 
West St. will collaborate with these locations to discuss prior memberships.  

 
If you have been terminated from previous locations or organizations, you are not permitted to register for the 
Camp Quest unless otherwise discussed with the West St. Unit Director. Withholding information about a prior 
termination and otherwise discovered by West St staff will result in immediate termination without discussion 
with West St. Unit Director.  

Calendar and Hours of Operation for BBGC Camp Quest 
Camp Quest will operate Monday-Friday with the first day of camp being Monday July 6 and the last day of camp 
being Friday August 14. Camp hours of operation will be 7:30 AM – 5:30 PM.  

http://www.bbgc.org/
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Pick Up & Drop-Off Expectations  
Camp Quest pick up and drop off will be at the Teen Center door. All participants must be signed in and out daily 
via Procare.  Club staff will notify the child that they are being picked up; parents may not go into the program 
areas to find their child unless accompanied by staff. Parents must remain outside the Teen Center until their 
child is read for dismissal.  
 
Members will not be allowed to wait outside to be picked up or leave the building unaccompanied. Parents must 
show identification when picking up; children will not be released to anyone not on the authorized pickup list.  
 
No youth are allowed at the Club unless they are signed in and participating in Club activities. Youth should not 
be dropped off prior to the opening of the Club, as the Club cannot be held responsible for the supervision of 
such youth.  
 
These procedures are designed for the safety of all youth and to minimize problems that might occur at drop 
off/pick-up.  

Bus and Van Expectations 
If members are being transported by bus or Club van, it is expected that they follow the rules of the 
transportation company as well as the staff driving. We will be made aware of any misconduct on buses 
or within the vans. Some basic expectations are: 

 Remain Seated 
 Buckle Up (if applicable) 
 Keep your hands to yourself. 
 Be Kind 
 Be Responsible 
 Clean Up before Exiting 

Incidents that occur at school or on the bus are also applicable to disciplinary action at the Club. All 
members who utilize the van for transportation must have completed transportation authorization 
form.  
 

Late Pick Up Policy 
While we understand that emergencies do arise, we request that parents keep in mind the 5:30 p.m. closing time 
for youth Club members. BBGC does reserve the right to close completely or early, pending severity of weather.  
 
Late fees will apply to the designated closing time of the Club program. Please be respectful of our staff and their 
outside of work commitments. Our late pick-up policy charge is $25.00 for up to every 15 minutes you are late, 
per child, past closing time, based on the clock at West Street. If the youth are not picked up by 5:30 p.m. and you 
have not contacted us, a staff member will attempt to call the youth’s parents. If they cannot be reached, the staff 
person will attempt to call the emergency contacts and alternate people listed on their registration form. The 
police will be called after one hour if parents or other adults specified on the permission to release forms cannot 
be reached. Repeated tardiness or late pick-ups will result in the following procedures: 

 1st Offense – Written warning 
 2nd Offense – Written warning and fees 
 3rd Offense – One day suspension and fees 
 Every Offense Thereafter – one week suspension with fees or a withdrawal from the program may 

occur. 
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Cancellations and Schedule Changes 
In the event our program finds it necessary to change the scheduled days of operation, we will do our best to 
inform you of this change at least 2 weeks in advance, so you can make alternative arrangement. There may be 
times that it changes with less notice depending on circumstances.  

Continuity of Operations 
The West Street administrative team will assess any emergency and determine the relocation of the program to 
ensure continuity of operations until normal operations can be resumed.  

Ratios and Group Sizes 
The Boys & Girls Club of Bristol Camp Quest follows the Office of Early Childhood Youth Camp requirements and 
safety statutes by requiring a ratio of 1 adult-staff member for every 12 youth members.  

Child Discharge Policy 
The Boys & Girls Club of Bristol reserves the right to cancel the youth’s membership with or without notice for the 
following reasons: 

 Non-payment or excessive past due payments 
 Non-compliance with policies of the program as outlined in the parent manual 
 Disruptive behavior by a parent or child in the Club, on the program property, or on a sponsored field 

trip 
 Physical, emotional, an/or verbal abuse of the staff by a parent or child 
 Excessive Late Pick-ups (refer to Late Pick-Up Policy) 
 After following referral procedures and implementing the child’s educational or behavioral needed, we 

determine the accommodation is beyond our expertise 
 Withholding child information from staff upon registration (i.e. Behavioral IEPs, or any disability) 

The discharge policy is not limited to the above reasons. If BBGC cannot meet the needs of the parent or child for 
any reason, we reserve the right to terminate membership from the program. 
 

Child Termination Policy 
When the threat of risk or injury cannot be eliminated or reduced, it may become necessary to terminate the 
youth/teen from our program. This decision will be based on the judgement of the West Street Unit Director and 
Clubhouse staff members involved in caring for the youth/teens well-being in our program. When termination 
occurs, it may be immediate based on the severity of the youth’s or Parent/Guardian behavior, or a reasonable 
amount of time may be given to the parent to find alternative plans. BBGC reserves the right, at the discretion of 
the West Street Unit Director or the Chief Executive Officer, to terminate a youth’s membership due to 
inappropriate behavior conducted by any youth/teen or parent involved. 

Toys and Electronics Policy 
Please see the West Street Unit Director or Club staff for specific policies before bringing toys from home. When 
permitted, any toys must be appropriate for the Club setting. We are not responsible for any lost or stolen items. 
We do not allow toys to be traded, sold, or purchased. This policy also includes electronics and other collectibles.  
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Phone Policy 
Members are allowed to have their phones on them while attending the Camp Quest program but not out during 
organized program or activity times. If they need to make a phone call, they are instructed to come to the front 
desk or Club telephone. Staff reserve the right to ask that they be put away during activities, programs or 
discussions. Failure to comply with staff may result in an incident report and discussion with parents. Further 
disruption may result in the phone being left at the front desk for the rest of the day or while attending the 
program indefinitely.   

Theft Policy 
The Boys & Girls Club of Bristol is not responsible for any lost or stolen items. If theft is presented to staff, they 
will review camera footage if applicable. Those involved in stealing or theft will be suspended from the program 
immediately.  

Parent Bulletin Facebook Page 
The BBGC Great Futures Facebook is an important communication tool to our Club community. It is used to display 
messages & information pertaining to parents, newspaper/magazine articles, flyers, memos and announcements 
and permission slips. If you are not added to the parent Facebook page, please reach out to Club staff to be added. 
Club rules apply to the Facebook page, so please be respectful.  

Staff Education and Professional Development 
The staff at BBGC are professionally trained and participate in professional development opportunities throughout 
the year. We take pride in providing our staff with continuing education and professional development 
opportunities. Camp Quest staff follow the professional development requirements set forth by the Office of Early 
Childhood Youth Camp regulations and statutes. 

Section 3: Health and Safety 
*Staff at the Boys & Girls Club of Bristol would like to thank the team of Bristol Health for their assistance in 

ensuring Camp Quest is a safe and healthy environment for participants!  

 

 

 

 

Camp Quest Health Care Plan 
Regulatory Authority 
This Health Care Plan Section is developed in accordance with the Connecticut Office of Early Childhood (OEC) 
Youth Camp Regulations. 

1. Purpose 
To ensure the health and safety of campers and staff by establishing clear procedures for the provision of 
routine and emergency medical care, including standing orders and medical oversight, when no resident 
physician or nurse is present at the youth camp.  
2. Medical Oversight Structure 

• The camp operates without a resident physician or nurse on-site, as permitted by OEC regulations. 
• Medical oversight is provided by a designated licensed physician or APRN, serving as the camp’s 

Medical Consultant. 
• Written health policies and standing orders are reviewed and approved annually by the Medical 

Consultant in accordance with §19a-422-5. 
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3. Medical Consultant Agreement (Summary) 
3.1 Designation 
The camp maintains a signed Memorandum of Understanding (MOU) on file identifying: 

• Medical Consultant name and credentials 
• Connecticut license number 
• Term of agreement 

 
3.2 Consultant Responsibilities 
The Medical Consultant agrees to: 

• Review and approve this Health Care Plan and standing orders annually (§19a-422-5) 
• Be available for consultation by phone or electronic communication 
• Provide guidance on: 

o Emergency response procedures 
o Communicable disease management 
o Medication administration policies 
o Infection control and universal precautions 

The Medical Consultant is not required to be physically present at camp. 
4. Director of First Aid 
4.1 Designation and Qualifications (§19a-422-5) 
The Camp Director designates a Director of First Aid who: 

• Is at least 18 years of age 
• Holds current First Aid and CPR/AED certification from a nationally recognized organization 
• Is trained in camp health policies and emergency procedures 

4.2 Authority under Standing Orders 
Under written standing orders approved by the Medical Consultant, the Director of First Aid is authorized 
to: 

• Provide first aid and emergency care within the scope of training 
• Supervise trained staff providing first aid 
• Activate Emergency Medical Services (EMS/911) without prior approval 
• Maintain health logs and required documentation 

5. Standing Orders for Medical Care 
Under the authorization of the Medical Consultant, the following standing orders apply: 
Authorized Actions 

• Provide basic first aid for illness and injury (§19a-422-5) 
• Use universal precautions when exposure to bodily fluids is anticipated 
• Provide CPR and AED use as trained 
• Assist campers with self-administered emergency medications (e.g., epinephrine auto-injectors, 

inhalers) when written authorization is on file (§19a-422-7) 
• Contact EMS immediately when a medical emergency is suspected 

Prohibited Actions 
• Diagnosing medical conditions 
• Providing care beyond training or standing orders 
• Administering injectable medications other than authorized epinephrine auto-injectors 

6. Routine Medical Care Procedures 
6.1 Minor Injuries and Illnesses (§19a-422-5) 
The Director of First Aid or trained staff may provide: 

• Cleaning and bandaging of minor cuts and abrasions 
• Application of ice for swelling or injury 
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• Rest, hydration, and monitoring 
• Use of non-prescription topical first aid supplies 

6.2 Daily Health Observation (§19a-422-6) 
• Camp staff observe campers daily for signs of illness or injury 
• Concerns are reported promptly to the Director of First Aid 

 
 

7. Medications (§19a-422-7) 
• Prescription and non-prescription medications are administered only with written 

parent/guardian authorization 
• Medications are stored securely and administered according to label instructions and standing 

orders 
• All medication administration is documented and maintained on-sit 

8. Emergency Medical Care (§19a-422-10) 
8.1 Medical Emergencies Include: 

• Severe injury or bleeding 
• Breathing difficulty or asthma attack 
• Loss of consciousness 
• Seizure activity 
• Allergic reaction or anaphylaxis 

8.2 Emergency Response Procedures 
1. Ensure scene safety 
2. Provide immediate first aid within scope of training 
3. Activate EMS (911) 
4. Notify Camp Director 
5. Contact parent/guardian as soon as practicable 
6. Complete required incident and injury reports 

9. First Aid in Lieu of Resident Physician or Nurse 
In compliance with §19a-422-5: 

• First aid services are provided by the Director of First Aid or trained staff 
• Medical consultation is obtained as needed 
• Emergency services are utilized promptly for conditions beyond first aid scope 

10. Infection Control and Universal Precautions 
• Gloves are worn when contact with blood or bodily fluids is anticipated 
• Hands are washed or sanitized before and after care 
• Contaminated materials are disposed of in accordance with health and safety standards 

11. Documentation and Reporting (§19a-422-6) 
• All injuries, illnesses, and medication administration are documented 
• Records are maintained on-site and available for OEC review 
• Serious incidents are reported in accordance with OEC requirements 

This Health Care Plan Section is reviewed annually. 
Clubhouse Snacks and Food 
During Camp Quests operating hours, BBGC provides nutritious snacks in the morning and afternoon. The Boys & 
Girls Club of Bristol first responsibility is the safety of your youth and all youth in the program.  
Snacks from Home 
Members can bring their own snack with them to Camp Quest. We discourage parents from sending their children 
to our program with snacks that must be heated up. With many children in attendance, it is extremely difficult to 
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operate a quality program if we are spending a great portion of our day heating up snacks. The Bristol Boys & Girls 
Club first and foremost responsibility is the safety of your child and all the children we serve, especially as it relates 
to food allergies. If a parent does choose to send an alternate snack in place of what we offer, we request that 
you communicate with staff before doing so. If a child has a food allergy, we will substitute a snack item with a 
snack from our menu that your child can safely have. 

Food Allergies 
The Boys & Girls Club of Bristol first and foremost responsibility is the safety of children as it relates to food 
allergies. If a parent does choose to send an alternate snack in place of what we offer, you should communicate 
with the Unit Director before doing so. Club staff will review the medical records of all our Clubhouse members 
for food allergies before approving a snack.   If a child has a food allergy, we will substitute a snack item with a 
snack from our menu that your child can safely have. There are also designated areas within the club as Allergy 
Friendly Zones. Because each Clubhouse has children with various medical needs, the program will have discretion 
regarding snacks.  Snacks not previously approved by the staff may not be served.  Snack menus are posted within 
the Club for children to choose from.  

Outside Food Delivery 
We understand that parents would like to send food to the Club when they arrive, especially if they are here for 
sports or activities following the program. However, all outside food deliveries must be approved by the West St 
Unit Director or Club staff prior to ordering. 
 
All food orders must be delivered and eaten ONLY during designated snack time. If unsure of snack time, please 
call the club directly. All food must be intended for the member ordering to ensure that other members do not 
feel left out. Sharing is not permitted for both social-emotional and health reasons. Parents and members can 
order food for the entire club with prior approval, if they wish to share it with others.  

Member Dress Code 
Youth are expected to dress comfortably and wear clothes that allow them to participate in typical Club 
activities and programs. We expect the following: 

- Footwear – Shoes and socks must be worn at all times. Flip-flops, sandals and cleats are discouraged, as 
are any other open-toed shoes for safety reasons. Club members may not be allowed to participate in 
certain activities if open-toed shoes are worn. Sneakers/walking shoes are encouraged every day. 

- Clothing – Members wearing clothes that are too short, too tight, or too revealing in any way or clothes 
with questionable or distasteful advertising will be asked to change or leave immediately. This 
judgement will be left to the discretion of Club staff.  

- Camp members are required to wear camp shirt on all day trips and field trips. 

Illness Policy 
It is the parent/guardian’s responsibility to inform the childcare staff about how their child is feeling before 
dropping them off at the center. Some medications just mask an illness, and the symptoms will come back. 
Please make provisions for alternate childcare when your child is sick.  

A child will not be accepted at the center if any of the following symptoms are noted: 
• Fever (100 degrees or above) – child may not return for 24 hours after running a fever of 

100+ degrees 
• Vomiting; diarrhea  
• Rash, skin eruptions, swollen glands 
• Severe cold - sneezing, coughing, runny nose, watery eyes, etc. 
• Red, puss-encrusted eyes 
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If symptoms of illness occur while a child is in attendance at child care, the following will occur: 

• The child shall be placed in a restful area away from the other children. 
• The child’s parents or emergency contact shall be called to come for the child. 
• The child shall be supervised until the parent or designated adult arrives. 
• The child will be given first aid if needed. 
• Pick up must be within 60 minutes after contacting a parent or authorized individual. 

Please keep your child home if he/she is diagnosed as having any of the following diseases:  

Bristol-Burlington Health District Guidelines 

Covid-19 Symptoms: May not return until consulted with the school nurse and/or BBHD per recommended guidance 
presently in effect. 
Fever: A fever of 100 degrees or higher.  Child must be fever free for 24 hours without fever reducing medication in order 
to return to the program. 
Fifth’s Disease: Must be fever free for 24 hours without fever medication in order to return to the program. 
Hand, Foot and Mouth Disease: A student will not be allowed in school with hand draining lesions, blisters in mouth with 
drool or a fever of 100 degrees F or higher. Child may return to the program when hand lesions are dry, drool free and 
fever free for 24 hours without fever medication. 
Impetigo: Child must be treated with a prescribed antibiotic for 24 hours in order to return to the program. 
MRSA (skin infection): Child will be sent home from the program for open draining sores/boils that cannot be covered. 
The child may return to the program if the affected area is covered and is fever free and has been on a prescribed 
antibiotic for at least 24 hours. 
Pediculosis (Head Lice): Child will be sent home if live lice have been found. The child will be able to return to the program after 
appropriate treatment and checked by the school health dept. prior to the child returning the program. The child and parent/legal 
guardian must report to the school health room upon return. The child will then be checked daily for the next 10 days by the school 
nurse.  The student will not be allowed back to program or school if live lice are found. 
Rashes: Child will be sent home from the program for a rash with fever and/or behavioral changes. A note from the health 
care provider is required in order to return to the program. 
Ringworm: Child may return to the program once a prescribed treatment from a health care provider has been started. 
Scabies: Child may return to the program after a prescribed treatment from a health care provider has been started. 
Strep Throat: Child may return to the program when fever free and has been on antibiotics for at least 24 hours. 
Vomiting or Diarrhea: Child will be sent home from the program. The child may return to the program when symptom 
free (no vomiting, diarrhea) for at least 24 hours. 
Other Illness Guidelines 

Conjunctivitis/pink eye: A child who exhibits redness, itching, or discharge from the eye will be sent home. The child may 
return 24 hours after the start of antibiotic treatment. 
Chickenpox: Symptoms of chickenpox are fever accompanied by a rash or blisters. The blisters take several days to appear 
and to scab over. The child may return to the center once ALL scabs have dried over. All cases of chickenpox must be 
reported to the health department. 
Cold sores, Fifths Disease, Impetigo, and Coxsackie: A physician must see any rashes that are in question. The child may 
return to the program with either a physician’s note stating that the condition is non-contagious, or when symptom-free. 

Bringing a child with an illness to the center may cause other children or staff to get sick. We ask that you 
please find an alternate caregiver if your child is sick to avoid other children and staff becoming sick. This 
might be a relative, neighbor, friend, or other dependable adult you could call when your child is too sick 
to be at the childcare center. If your child is absent due to a contagious illness or condition and has been 
diagnosed by your child’s health provider, a note is required for them to return to the program to limit 
the exposure to others of the illness or condition.  
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Administration of Medications 
The Boys & Girls Clubs of Bristol encourages parents to schedule any necessary medication that needs to be 
taken during non-Club hours. If medication must be administered during Club hours, it must be done in 
accordance with the Club policy. Only trained staff may administer medication. If a child must take medication 
during Club hours, the following guidelines must be followed: 
 
Authorization Requirements 

1. For a member whose medication must be administered at the Club, an emergency care plan and 
authorization form must be completed by an authorized medical professional for each medication 
before the administration of the medication can occur on site. 

2. In addition to the required documents, the parents and/or guardians of the member must meet with 
Great Futures leadership prior to the authorization of medication usage to review dosage, frequency 
and items relating to the use of the medication. 

3. All forms must be submitted prior to the beginning of the program and a new form must be completed 
for any new/updated prescription medication. 

4. The medication and signed forms must be returned to the site before commencement in the program. 
The parent or guardian must personally deliver the medication to Club staff. 

5. The first dose of any new medication must always be administered at home to ensure there are no 
allergic reactions to the medication(s). 

6. The only exception to staff administration of medication would in an Epi-Pen to be administered in the 
case of an allergic reaction to an identified allergen. Parents of children with the need for an Epi-Pen are 
asked to supply the pen to the Club and make sure that it is up-to-date, along with a list of allergens that 
would trigger the need for the administration of the Epi-Pen. 

Prescription Identification 
Prescribed medication shall be received in the container in which it was dispensed by the licensed 
prescriber/licensed pharmacist and labeled with: 

1. Member’s name 
2. Name of medication and strength 
3. Dose of medication 

4. Time or interval of administration 
5. Expiration of medication 
6. Route of administration 

Self-administered Medications 
1. A member may self-administer medication at the Clubs or during activities if so ordered by 

his/her medical provider. When self-administering medication, the member must do so in the 
presence of a staff member 

2. Self-administration privileges may be revoked if a member demonstrates a lack of responsibility 
towards him/herself or others. 

3. Parental signature on the self-administration form acknowledges that the Boys & Girls Clubs of 
Bristol is to incur no liability, except for willful misconduct, as a result of any injury arising from 
the self-administration of medication by the member and that the parents/guardians indemnify 
and hold harmless the Boys & Girls Clubs of Bristol and its employees and agents. 

Record Keeping and Medication Storage 

Controlled medications will be kept in a locked cabinet, unless requiring refrigeration, with access 
limited to authorized personnel only. 
Each dosage of medication will be logged and saved in the Club member’s file.  
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Monitoring of Diabetes Policy 
Prior to attending BBGC Camp Quest, the parent(s) of a camper with diabetes mellitus will meet with the 
Camp Director and Director of First Aid assigned to monitor diabetes to review the monitoring of 
diabetes policy and discuss how the individual needs of the camper will be met while at the camp. 

An individualized plan of care for the camper will be developed with camper’s parent(s) and health care 
provider and updated as necessary. The plan will include appropriate care of the camper to prevent and 
respond to a medical or other emergency and will be signed by the parent(s) and staff responsible for 
the care of the camper.  

When the camper is in attendance at BBGC Camp Quest, a staff person who has been trained in an 
approved First Aid course or equivalent and in the specific needs of the camper with diabetes will be on 
site.  

At the time of enrollment, the camper’s parent(s) will provide the necessary equipment and supplies to 
meet the camper’s individualized needs. The glucose testing supplies and any other necessary 
equipment will be labeled with the camper’s name and will remain inaccessible to other camper when 
not in use.  

A signed agreement from the camper’s parent(s) will be provided agreeing to check and maintain the 
child’s equipment in accordance with the manufacturer’s instructions, restock supplies, and removes 
materials to be discarded from the facilities on a daily basis. All materials to be discarded will be kept 
locked in the front desk administration office until it is given to the camper’s parent(s) for disposal.  

BBGC Camp Quest will keep the following records as part of the camper’s medical record and will be 
updated annually or when there is any change in the information.  

A current written order signed and dates by the camper’s physician, physician assistant or advanced 
practice registered nurse indicating: 

- The camper’s name 
- The diagnosis of diabetes mellitus 
- The type of blood glucose monitoring test required 
- The test schedule 
- The target ranges for test results 
- Specific actions to be taken and carbohydrates to be given when the test results fall outside the 

specified ranges 
- Diet requirements and restrictions  
- Any requirements for monitoring the camper’s recreational activities 
- Conditions requiring immediate notification of the camper’s parent(s), emergency contact, the 

child’s physician, physician assistant, or advanced practice registered nurse 

An authorization form signed by the camper’s parent(s) which includes the following information: 
- The camper’s name 
- The parent(s) name 
- The parent(s) address 
- The parent(s) telephone number – home and work 
- Two adult emergency contact people including names, addresses, and telephone numbers 
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- The names of staff designated to administer finger stick blood glucose tests and provide care to 
the child during testing 

- Additional comments relative to the care of the child, as needed 
- The signature of the parent(s) 
- The date the authorization is signed 
- The name, address, and telephone number of the child’s physician, physician assistance, or 

advanced practice registered nurse 

BBGC Camp Quest will notify the camper’s parent(s) daily in writing using the Procare messaging system 
of the results of all blood glucose tests and any action taken based on the test results. Incidents and 
emergencies will be reported to the camper’s parent(s) and to the child’s medical provider. 

Blood glucose testing will be conducted in the first floor administration office respecting the child’s 
privacy and safety needs.  

Children with Disabilities or Chronic Medical Conditions 
The Boys & Girls Club of Bristol will not assume that a child's disabilities are too severe for the child to 
be integrated successfully into the program. BBGC will make an individualized assessment about 
whether it can meet the particular needs of the child cannot exclude children with disabilities from their 
programs unless their presence would pose a direct threat to the health or safety of others or require a 
fundamental alteration of the program. In making this assessment, the childcare staff must not react to 
unfounded preconceptions or stereotypes about what children with disabilities can or cannot do, or how 
much assistance they may require.  
 
If a child has a disability or IEP, they must meet individually with either the Family Engagement 
Coordinator or the West St. Unit Director to fill out an Individualized Plan of Care. 
 
Prior to enrollment, the parent will need to disclose and discuss this with the West St Unit Director and 
Program Engagement Director who work with the child in other contexts to see if the program would be 
a good fit for the child. Failure to discuss your child’s disabilities may lead up to termination of care. If 
your child needs or receives individualized attention at school etc. a para, the parent/guardian is 
responsible for providing a one-to-one and any additional fees for one-to-one supervisor for your child 
while at the program. The Great Futures program is not a 1:1 program and cannot support such 
requirements. If the child and parent would still like to attend, prior arrangements for the 1:1 care 
should be made before attending the program.  

Child Abuse Prevention Policy 
The priority of the BBGC is the physical and emotional safety of its members, staff, and volunteers. BBGC 
maintains a zero-tolerance policy for child abuse. BBGC implements policies and procedures for members, 
employees, volunteers, visitors or any victims of sexual abuse or misconduct to report any suspicion or 
allegation of abuse. 
Definitions 
Child abuse is when an adult or another child, whether through action or by failing to act, causes serious 
emotional or physical harm to a child. Sexual abuse or misconduct may include but is not limited to: 

• Any sexual activity, involvement or attempt of sexual contact with a person who is a minor 
(under 18 years old). 

• Sexual activity with another who is legally incompetent. 
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• Physical assault or sexual violence, such as rape, statutory rape, abuse, molestation, or any 
attempt to commit such acts. 

• Unwanted and intentional physical conduct that is sexual in nature, such as touching, 
pinching, patting, brushing, massaging someone’s neck or shoulders and/or pulling against 
another’s body or clothes. 

• Inappropriate activities, advances, comments, bullying, gestures, electronic 
communications, or messages (e.g., by email, text, or social media). 

 
Grooming is when someone builds an emotional connection with a child to gain their trust for the 
purposes of sexual abuse, sexual exploitation, or trafficking. Grooming behaviors may include but are not 
limited to: 

• Targeting specific youth for special attention, activities, or gifts. 
• Isolating youth from family members and friends physically or emotionally. This can 

include one-on- one interactions such as sleepovers, camping trips and day activities. 
• Gradually crossing physical boundaries, full-frontal hugs that last too long, lap sitting or 

other “accidental” touches. 
Mandated Reporting 

Every staff member or volunteer of BBGC who becomes aware of or has suspicion of child 
abuse or neglect must immediately report to Club leadership. Club leadership is responsible 
for reporting the incident immediately to the appropriate authorities according to statewide 
mandated reporting laws, as well as to Boys & Girls Clubs of America within 24 hours via the 
critical incident system. 

Required Training 
BBGC conducts and reports through a BGCA-approved process the following training for all 
staff members and volunteers with direct repetitive contact with young people (at the 
intervals noted for each) 
 

Before providing services to young people, and annually thereafter: 
1. BCGA-approved child abuse prevention 
2. BGCA-approved mandated reporting 
3. BGCA-approved grooming prevention 

 
Annually: 

• All the policies, including all safety policies, for BBGC. 
 

Physical Interactions 
Every staff member and volunteer of BBGC is required to maintain appropriate physical contact with 
minors. Appropriate and inappropriate interactions include but are not limited to the following: 

Appropriate Inappropriate 
Side Hugs 
Handshakes 
High-fives and hand slapping 
Holding hands (with young children in escorting 
situations) 

Full-frontal hugs or kisses 
Showing affection in isolated area 
Lap sitting 
Wrestling or piggyback/shoulder rides 
Tickling  
Allowing youth to cling to an adult’s leg 
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Verbal Interactions 
Every staff member and volunteer of BBGC is required to maintain appropriate verbal interactions with 
minors. Appropriate and inappropriate interactions include but are not limited to the following: 

Appropriate Inappropriate 
Positive reinforcement 
Child-appropriate jokes (no adult content) 
Encouragement 
Praise 

Name calling 
Inappropriate jokes (adult-only content) 
Discussing sexual encounters or personal issues 
Secrets 
Profanity or derogatory remarks 
Harsh language that may frighten, threaten, or 
humiliate youth 

Abuse and Safety Resources 
BBGC prominently displays BGCA-approved collateral that shares ethics hotline, crisis text line and safety 
helpline information with members, staff, volunteers, and families. We also share all safety policies with 
parents and guardians upon receiving a youth membership application. 

Prohibition of Private One-on-One Interaction Policy 
BBGC is committed to providing a safe environment for members, staff, and volunteers. To further ensure 
their safety, the organization prohibits isolated one-on-one interactions between Club participants and 
staff/volunteers (including board members). All staff and volunteers must abide by the following: 

• Ensure all meetings and communications between members and staff or volunteers are never
private (see definition below).

• Ensure in-person meetings take place in areas where other staff and/or members are present.
• Communicate to another staff member whenever an emergency arises that necessitates an

exception to this policy.
• Never initiate private or isolated one-on-one contact with a member.
• Never have a private or isolated meeting or communication with a member. This includes in-

person meetings and virtual communications such as texting, video chat and social media
between only a staff member or volunteer and a single member.

• Never transport one Club member at a time. This includes transportation in Club or leased
vehicles.
Exceptions may only be made when delivering approved medical or counseling services by a
licensed, trained therapist or similar professional according to professional guidelines. All staff
and volunteers, including minor staff (under age 18), are prohibited from meeting Club
participants outside of any Club-sponsored activities. The only exception to this rule is if the Club
participant is a child or sibling of a staff member or volunteer.

Definition of one-on-one interaction 
One-on-one interaction is defined as any private contact or communication (including electronic 
communication) between any Club participant and an adult, including adult staff, minor staff, volunteers, 
board members and others who might encounter members during regular programming and activities. 

• Private contact/communication is any communication, in person or virtual, between one youth
member and one adult (18 or over) that takes place in a secluded area, is not in plain sight
and/or is done without others' knowledge. Private places can include vehicles, rooms without
visibility to others, private homes, and hotel rooms. Examples of private contact include but are
not limited to:
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o Meeting behind closed doors (in rooms without windows or visible sightlines) or any 
spaces not visible to others. 

o  One staff member transporting one member in a vehicle. 
o  Electronic communications (text, video, social media, etc.) between one member and one 

staff member or volunteer. 
• Public contact/communication is any communication or meeting, in person or virtual, that is 

between at least three individuals, including two staff and one member, one staff and two 
members or variations of these combinations. Examples of public contact include but are not 
limited to: 

o Meeting in plain sight of others (e.g., in a quiet corner of an active games room). 
o Transporting members via public transportation (bus, taxis, train, air, etc.) or transporting 

multiple members. 
o Electronic communications (text, video, social media, etc.) between multiple members 

and adults (e.g., group chats).  
o Public places can include buses, airports, shopping malls, restaurants, and schools. 

Exceptions to policy 
• When delivering medical or counseling services by a licensed, trained therapist or similar 

professional (e.g., counselors, social workers). 
• When the emotional or physical safety of a member is at risk and private, one-on-one 

communication is deemed necessary by Club leadership. 
• In emergency situations that could create a safety risk, exceptions can be made (e.g., if a member 

is not picked up by a parent and leaving them alone at the Club could be a safety risk). 
Should exceptions need to be made, the Club shall have policies in place to monitor interactions, 
including but not limited to: 

• Disclosing the meeting to Club leadership and regularly checking in with the members and adults 
during conversations. 

• Placing time limits on conversations. 
• Meeting in rooms with clear sight lines (e.g., rooms with windows or glass doors). 
• Documenting the interaction. 
• In an emergency, disclosing the situation to another staff member before engaging in one-on-one 

interaction. 
Supervision of Children Policy 
The developmentally appropriate youth to staff ratio shall be met during all hours of operation, including 
any day trips. Club staff will be in proper placement to ensure the best observation, incident/accident 
prevention, interaction, and supervision of youth in both indoor and outdoor locations. No youth shall be 
left alone or unsupervised at any time while on the premises. Club staff shall supervise by positioning 
themselves to see as many youth as possible, while always engaging with youth.  

 A staff to youth ratio of one (1) staff per 12 youths shall be always maintained. At least two staff 
members must always be present, with at least one staff member being 18 years old or older. 
Staff must follow the Rule of 3.  

 Group size shall not exceed room capacity. 
 Staff shall always remain awake and alert while supervising youth. 
 Private Cell phone use is not permitted while Club members are under our supervision except 

offsite work-related communication. Cell phone usage should not be used while in program areas 
unless otherwise related to program development or points for members. The use of cellphone 
photography is only allowed with the Unit Director’s approval. Once the picture is submitted to 
marketing or the Unit Director, the photo must be deleted. Any pictures taken are not to be 
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posted to any personal social media accounts or shared with others unless a prior relationship has 
been established.  

 While indoors or outdoors, staff shall position themselves around the area's perimeter and rotate 
around the space to monitor youth. Staff will be vigilant, engage with Club members, and position 
themselves so their back is not turned away from a child.  

 Club staff will ensure and monitor that all youth are using age-appropriate music, computer 
games, gaming device games and the Club staff will only show appropriate movies during special 
occasions.  

Discipline Policy 
Prohibition of Discrimination on the Basis of Disability 
The Boys & Girls Club of Bristol is committed to making its programs and activities available on a 
nondiscriminatory basis, as required by the Americans with Disabilities Act (ADA).  
 
BBGC will not discriminate against any individual on the basis of disability with regard to the full and equal 
enjoyment of its goods, services, facilities, privileges, advantages or accommodations. 
 
BBGC will also make reasonable modifications in policies, practices, or procedures, when the 
modifications are necessary to avoid discrimination on the basis of disability, unless BBGC can 
demonstrate that making the modifications would fundamentally alter the nature of its services. If you 
make a request for a reasonable modification, BBGC will individually assess the needs of the individual 
about whom the request is made. On rare occasions, BBGC may request more documents to better 
understand the needs of the person about whom the request is made. BBGC will respond in writing to 
your request for a modification within 7 days (or within 30 days if BBGC requests additional documents to 
evaluate the request). If the request is denied, BBGC will also provide the reason(s) for the denial in writing 
to you. If a request for a reasonable modification is granted, BBGC must train relevant employees and 
staff on the nature of the modification(s) they need to provide. 
 
If you have any questions about this police and/or to make a request for a reasonable modification based 
on disability, please contact West Street Unit Director Joe Fortuna at jfortuna@bbgc.org or West Street 
Program Engagement Director Jessica Killean at jkillean@bbgc.org. For more information about the ADA 
and your rights, please visit www.ada.gov.  

Enrollment of Children with Special Needs/Disabilities  
The Boys & Girls Club of Bristol does not discriminate in the provision of services to children with 
disabilities or chronic medical conditions, and will make reasonable modifications for children with 
disabilities, medical conditions upon request from the child’s parent/guardian, unless such a request 
amounts to a fundamental alteration of the program. During the registration process a family will be asked 
questions while completing their child’s registration in Procare regarding any specific or special needs that 
may need to address to accommodate their child in our program. If a family discloses such a need and 
based on the need, we may then schedule to meet with the family and develop an Individual Plan of Care 
(IPC) before they can begin the program. During this IPC process the family has the opportunity to share 
information about their child’s specific needs and the special services they may already receive for their 
child. Families are asked to provide a copy of their child’s Individualized Education Program (IEP), 
Individualized Family Service Plan (IFSP) and/or 504 Plan, we may choose to utilize the “Authorization for 
the Release of Confidential Information Form” and request the BOE to visit and observe a child to see how 
they interact in the program environment and share teacher and classroom strategies to ensure 
consistency among entities to explore what reasonable modification(s) may be available. The 

http://www.ada.gov/
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parent/guardian must be present during this observation. After the visit to the program, we will determine 
whether we can meet a child’s needs and then complete the enrollment process.  
The Boys & Girls Club of Bristol will not assume that a child’s disabilities are too severe for the child to be 
integrated successfully into the Club program. BBGC will make the individualized assessment about 
whether it can meet the particular needs of the child and cannot exclude children with disabilities from 
their programs unless their presence poses a direct threat to the health or safety of others or requires a 
fundamental alteration of the program. In making this assessment, the childcare staff must not react to 
unfounded perceptions or stereotypes about what children with disabilities can and cannot do, or how 
much assistance they may require. Failure to discuss your child’s special needs, disabilities or child’s 
504/IEP Plan may lead up to termination of the membership. If your child needs or receives individualized 
attention at school, etc. a para, the parent/guardian is responsible for providing a one-to-one supervisor 
if your child’s 504 Plan/IEP states they need the assistance of a para throughout the day during school or 
if the West Street Unit Director feels one may be needed based on the child’s needs and any additional 
fees that may be associated for you to obtain a one-on-one to supervise your child while at the program. 

Child Termination Policy  
When the threat of risk or injury cannot be eliminated or reduced, it may become necessary to terminate 
the child from our program. This decision will be based on the judgement of the West Street Unit Director 
and/or Program Engagement Director and Club staff involved in caring for the child’s well-being in our 
program. Termination may be immediate if deemed necessary for the safety of self, others, or property 
or within a 2-week notice so that families have a reasonable period of time to find alternative 
programming. We will attempt to assist the family with recommendations and appropriate resources for 
alternative programming. BBGC reserves the right to, at the discretion of the West Street Unit Director, 
the Club CEO, to terminate membership services due to inappropriate behavior conducted by any child or 
parent involved in the care of that child. Any child that is terminated from the West Street Great Futures 
program may not enroll in School-Based programming.  

Atypical Development and Challenging Behaviors  
Atypical development shall be defined as that which does not meet established norms for children of 
the same age group in any of the domains of development including physical, language, and motor, self-
help, cognitive and social/emotional. Challenging behaviors shall be defined as aggression such as biting, 
hitting, foul language, pushing, kicking, maliciously spit at another child/staff member or other 
potentially dangerous acts toward other children or youth development staff. Other examples include 
foul language, inability to follow rules and comply with directives, eloping from the Clubhouse, outburst 
and tantrums, disruption of Clubhouse activities or any act which endangers the health and safety of self 
or damage to others/property or disrupts the program quality. BBGC staff will not physically restrain 
club members unless such restraint is necessary to protect the health and safety of the child or other 
people.  
 
The Boys & Girls Club of Bristol’s West Street Great Futures program will make every effort to work with 
the child and parents to improve atypical behavior or challenging behaviors. However, a child may be 
excluded from the program if the scope of services required exceeds the resources of the staff or the 
program.  
The step-by-step process for assessing, referring, and accommodating children with atypical 
development and/or challenging behaviors is as follows: 

1. Club staff shall establish firm but kind interaction with the child.  
2. If the child is uncooperative, staff members will remove children from the area to ensure their 

safety until the child has calmed down. Staff members will make sure that both the child and the 
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group are safe. A staff member will accompany the child away from the group and sit in an area 
designated by the staff member. This staff member will continually monitor the child until the 
child is able to return to the group. All children will be supervised at all times. 

3. If the child’s behavior continues to be out of control, the Unit Director shall call the 
parent/guardian to pick up their child from the Club. 

4. If the parent/guardian is called and does not respond or cannot be reached, the child’s 
emergency contact person will be called. 

5. If the parents/guardian cannot be reached, the Club staff will call 211 / 911 for assistance. 
6. BBGC staff will document behavior concern on a Behavioral Incident Report form and provide 

the parent/guardian a copy of the report. 

Child Discipline Policy 
It is expected that all Boys & Girls Club of Bristol West Street employees will implement positive 
techniques in the guidance of young children’s behavior. All staff members will receive on-going or as-
needed professional development in child behavior management. All staff members shall be responsible 
for managing child behavior using techniques based on the CT Office of Early Childhood regulation, 
which states: 

- The operation and staff shall manage child behavior using techniques based on developmentally 
appropriate practice, including positive guidance, redirection, and setting clear limits that 
encourage children to develop self-control, self-discipline, and positive self-esteem.  

- The operator shall document the techniques used to manage child behaviors in the facility that 
has been discussed with child’s parent/guardian prior to enrollment and reviewed as needed 
during the period of the child’s enrollment.  

- While children are in attendance at the program the operator and staff shall not engage in, nor 
allow abusive, neglectful, physical, corporal, humiliating, or frightening treatment or 
punishment, including but not limited to spanking, slapping, pinching, striking, or shaking 
children and staff shall not tie nor bind children and shall not physically restrain children except 
for the protection and safety of the child or others, using least restrictive methods as 
appropriate.  

Additionally, the Boys & Girls Club of Bristol West Street positive behavior support system except that all 
staff will: 

- Post, educate children and families, and use in all behavior acknowledgement and correction 
the three core behavior expectations of safe, kind, and responsible 

- Set clear limits on behavior that are consistently reinforced  
- Speak to children in a respectful manner that is both kind and firm 
- Use re-direction rather than “no” whenever possible 
- Use choices when possible so that children comply with requests without resistance 
- Use natural and logical consequences  
- Employ conflict resolution between children rather than solving problems for them or forcing 

them to apologize 
- Refrain from using food, beverage, or tokens as behavior management techniques  
- Arrange the program space for success so that it is manageable, safe, and so that a minimal 

number of restrictions are imposed and includes a quiet space where children can calm down 
and have a space to regulate themselves when needed 

- Use incremental interventions when problem behavior occurs: 
o 1. Proximity – Positioning yourself near the situation 
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o 2. Contact – a gentle touch or eye contact to let the child know you are aware of the 
behavior 

o 3. Privacy – making corrections in an individual and personal way so the child is not 
embarrassed in front of their peers 

Child Behavior Management 
It is the philosophy of the Boys & Girls Club of Bristol to use discipline methods to enhance a child’s self-
esteem, social development, and problem-solving skills. Our goal is to teach a children self-control and 
pro-social behaviors through positive behavior support procedures. In this process, we support the child 
in learning to function both as an individual and as part of a group. The goal is for children to learn self-
regulation so that they meet three behavior expectations: to be kind, safe & responsible. Staff will 
implement positive behavior support procedures as detailed in the Discipline and Child Behavior 
Management Policy. No other behavior management systems or discipline techniques are to be used 
unless it’s part of a school issues 504 Plan or Individualized Education Plan (IEP) and they are approved 
by the West Street Unit Director and the family.  
 
Children’s development and behavior are taken seriously at the Boys & Girls Club of Bristol. It is the 
responsibility of our staff and administration to provide a safe, supportive, and developmentally 
appropriate program to all children to the highest degree possible. Therefore, we will adhere to the 
following policies on the Discipline and Child Behavior Management and accommodation of special 
developmental needs. 
 
In the event the child’s development or behavior remains a concern, the parent will be scheduled to 
meet with the West Street Unit Director and Program Engagement Director to discuss an Individual Plan 
of Care (IPC) with the family or the possibility of evaluative services. These services may include, but are 
not limited to: 

- Health Care Specialist 
- Health Consultant  
- Mental Health Professional 
- Education Consultant 
- Wheeler Clinic 
- 211 Referral 

No information about the child will be provided to these agencies or individuals without written consent 
from the parent/guardian utilizing the “Authorization for the Release of Confidential Information Form”. 
Fees related to these services are the responsibility of the parent. Parent/guardian will be required to 
submit evidence of contact/appointment within one week of referral or the child’s attendance may be 
suspended. Our program agrees to cooperate with consultants and the professionals in allowing them to 
make assessments of the child in their educational environment. The parent/guardian will provide the 
results and recommendations of assessments, per their signed agreement, for the appropriate program 
planning for their child. Follow up meeting with the parent/guardian and a re-evaluation of the success 
of any recommendations for the implementation will be noted on a minimum of a bi-weekly basis and 
sent to parents.  
 
The decision to modify or continue programming will be determined by the behavior and success of the 
child’s progress. In such cases where little or no progress is made, or in the case of noncompliance with 
this policy, parents/guardians will have 2 weeks to make new arrangements for childcare unless the 
child is a danger to themselves, or disruptive to the program quality in which case dismissal shall be 
immediate.  
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Each child is responsible for adhering to the following Code of Conduct: 

- Club members may not hit, kick, pinch, use foul language, maliciously spit at another child/staff 
member, or physically violate another staff member or child 

- Club members should show due care to the property of the facility and any other facilities 
visited, and to the personal belongings of the staff and other members 

- Club members may not cause unreasonable and consistent disruptions to the program 
- Club members must follow staff instructions, particularly where safety is involved  
- Club members must stay in supervised activity area unless a staff grants permission to leave to 

another area. In addition, members are encouraged to show good sportsmanship, respect and 
respect for others 

If children do not adhere to one or more of these rules, the staff shall is institute the following 
behavioral management techniques in order as follows: 

1. Counseling and Redirection 
2. Time outs / Cool off periods 
3. Limiting privileged activities  
4. Documentation of behavior on a Behavioral Incident Report form 
5. Suspension from program (Duration TBD Unit Director or designee) 

If the positive disciplining techniques are ineffective, a report must be logged on to a Behavioral Incident 
Report form. If the behavior continues, a suspension will be issued to the parents noted on our 
Behavioral Incident Report form. 
 
Continued violations of our Discipline and Child Behavior Management Policy will result in notification of 
termination from the program indicated on the Behavioral Incident Report form. The Boys & Girls Club 
of Bristol reserves the right to terminate a child from the program at any time if they engage in 
persistent disorderly/disruptive conduct or if their behavior is endangering the child, other children, 
staff members or visitors.  
 
Emergency Behavioral Procedures 
In the case of a child who becomes overly aggressive or destructive at any time, Club staff will adhere to 
the following procedures:  

1. Staff will counsel and redirect the child to calm down 
2. Other children will be removed from the area to ensure their safety until the child has 

calmed down. A staff member will remain with the child; ratios will be maintained 
3. If the child’s behavior remains out of control, parent/guardians will be called to assist or to 

remove the child from the program 
4. If parents/guardians do not respond or are unable to respond, Club staff will call 211 / 911 

for assistance in the proper handling of the situation.  
 

Behavioral Incident Reports 
In the event of the repeated misbehavior or behavior that is due to any unsafe behavior, a written 
Behavioral Incident Report form is required to document the incident. The parent/guardian is informed 
of these difficulties or events through the Behavioral Incident Report at the time of pick up. The reports 
written for misbehavior must be written objectively. The statement needs to provide action leading up 
to the behavior, the behavior itself, and action taken by staff. The Behavioral Incident Report needs to 
be signed by the parent/guardian, witnessing staff, Unit Director, and dated. In the event that a 
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parent/guardian is not picking up the child that day, the parent/guardian will be notified via Procare 
from the witnessing staff or Unit Director, that conversation will be documents in the child’s log sheets 
in their Procare account. No staff member may discuss the incident involving a child’s behavior with 
non-family o family member without prior permission from the child’s parents/guardian. A Behavioral 
Incident Report Form will be given to the West Street Unit Director daily to review for content and 
initial. A copy of the Behavioral Incident Report will be kept on file in the member’s file in the first floor 
West Street Administrative office.  

Anti-Bullying Club 
The Boys & Girls Club of Bristol will not tolerate the mistreatment or abuse of any person involved with 
BBGC. In addition, BBGC will not tolerate any behavior that is classified under the definition of bullying, 
and to the extent that such actions are disruptive, we will take steps needed to eliminate such behavior.  
Bully is aggressive behavior that is intentional, is repeated over time, and involves an imbalance of 
power or strength. Bullying can take on various forms, including: 

a. Physical Bullying: When one person engages in physical force against another person, such as by 
hitting, punching, pushing, kicking, pinching, or restraining another 

b. Verbal Bullying: When someone uses their words to hurt another, such as by belittling or calling 
another hurtful names 

c. Nonverbal or Relational Bullying: When one person manipulates a relationship or desired 
relationship to harm another person. This includes social exclusion, friendship manipulation, or 
gossip. This type of bullying also includes, intimidating another person by using gestures 

d. Cyberbullying: The intentional and overt act of aggression toward another person by way of any 
technological tool, such as email, instant message, text message, digital pictures/images, or 
web/social media postings 

Cyberbullying can involve: 

- Sending mean, vulgar, or threatening messages/images 
- Positing sensitive, private information about another person 
- Pretending to be someone else in order to make that person look bad 
- Intentionally excluding someone from an online group 
- Hazing – an activity expected of someone joining or participating in a group that humiliates, 

degrades, abuses or endangers that person, regardless of that person’s willingness to participate 
- Sexualized Bullying: When bullying involves behaviors that are sexual in nature 

Examples of sexualized bullying include sexting, bullying that involves exposure of private body parts, 
and verbal bullying involving sexualized language and innuendos. 
Anyone who sees an act of bullying, and who then encourages it, is engaging in bullying. This policy 
applies to all BBGC children, families, staff and volunteers.  
 
Accident Reports 
Families will be notified in writing on an Accident Report Form of any situation where a member is 
injured or involved in an accident that has caused harm to themselves or others. A phone call to 
parents/guardians will take place for any serious injuries. The Accident Report Form needs to be 
completed and signed by First Aid/CPR trained staff and signed and dated by the closing supervisor. In 
the event that a parent/guardian is not picking up the child that day, the parent/guardian will be 
notified via Procare or phone call by the First Aid/CPR trained staff regarding any accident and a copy of 
the Accident Report Form will be sent to the parent/guardian via Procare. If the parent/guardian is 
picking up the child from the program, a copy of the Accident Report Form will be given to the 
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parent/guardian to review and sign at pick up. No staff member may discuss any accident with a non-
family or family member without prior permission from the child’s parent/guardian. Accident Report 
Forms will be reviewed daily by the Unit Director for content and initial for review. A copy of the 
Accident Report Form will be kept on file in the first floor West Street Administrative office.  

Social Media Policy 
Understanding that social media such as Facebook, Instagram, Twitter, or any messaging apps (ProCare) 
are a current way of communicating and providing a valuable context for connecting with others. These 
forums for sharing ideas, news, and experiences carries with it security risks when it involves school-
related content that is confidential or propriety in nature. No staff member, parent or guardian may post 
on any social media site a photograph of a youth other than their own, information of any kind about 
children other than their own, or disclose any information about a child, family, Club site, staff member, 
or the Boys & Girls Club of Bristol. No logos or trademarks of BBGC can be used without the written 
permission from the organization’s administration team. Should parents, guardians, or staff need 
clarification on the organization's policy or have concerns about the program or its employees, they 
should be brought directly to the West Street Unit Director who can address them immediately and 
effectively. Please be aware that posting any information about BBGC and its families, staff, or program 
on any form of social media is not endorsed by the Boys & Girls Club of Bristol administration other than 
the content of its own website and social media pages. Any parent, guardian or staff member who violates 
this policy may be subject to immediate legal action or termination at the discretion of the administration.  

Photography, Video and Public Policy 
Photographs and videos of the youth participating in our programs may be taken sometimes and may 
appear in newspapers, magazines, brochures, or other publicity materials. Your permission for 
photography including your child to be used without compensation is part of this agreement. You will find 
the release form in the registration form. If you have any concerns, please contact the administration.  

Visiting Pets or Animals 
For the protection of our Club Members and Staff, please do not bring your family pet to the West Street 
facility. Occasionally an animal will visit the facility or may have contact with animals while on a day trip, 
When animals visit the facility, the following policies should be implemented: 

 The Unit Director will have primary responsibility of supervising all activities associated with 
the animal’s visit as related to safety and hygiene. This includes making sure the animal has an 
acceptable temperament for interactions with youth and that the animal is current on all 
vaccinations (if appropriate) 

 Any animals that have a history of biting or other aggressive behaviors will not be allowed on 
site. 

 The animal will be properly cared for while on-site. This is the responsibility of the visiting 
animal’s owner. 

 The animal will not be allowed in any food preparation areas. 
 Items associated with the animal, including cages, food, water, etc. will not be placed on food-

contact surfaces. 
 Club Members will be closely supervised while handling the animals. Members will be in small 

groups while handling animals. 
 Club members will immediately wash their hands after handling or feeding the animal. 
 After the animal leaves the facility, BBGC staff will clean and disinfect the area. 
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Emergency Plans 
Severe Weather – If weather is threatening or making transportation unsafe before the center is due to 
open, the parents will be notified through the BBGC Facebook page and the Procare app from the Camp 
Director that we will be closing early. If weather causes unsafe conditions while the youth are at our 
programs, the Camp Director will determine which emergency procedure will be followed. 

 Waiting to see if conditions improve. 
 Early Closing: Parents will be contacted by phone or email and members must be picked up no 

later than 4:00 PM or earlier if needed based on severity. 
 Staying at the Center: Identify a safe area at the facility that can be used for shelter (i.e., hallways 

with no windows) 
 Camp Director shall post what locations have been identified as a safe zone. 
 Staff, under the direction of the Camp Director, shall move children safely to the safe zone. 

Fire – Evacuate the entire building immediately according to fire drill procedures. Procedures and 
diagramed maps are posted at each exit in the facility to ensure a safe and immediate exit. An assigned 
staff person will take the emergency files that will be easily accessible to grab and take with them. This 
will provide staff members with the proper emergency contact information so parents can be contacted 
if the facility is unable to be re-entered or youth have been transported to a new location. The person in 
charge will be responsible for taking sign-in sheets, first aid kit and phones with them. When the staff 
members have escorted the youth to their assigned safe meeting place away from the building, 
attendance will be taken to ensure all have exited the building. The fire department will be contacted 
according to the emergency plan. 

Human-Caused Events 
 Assault of Youth or Staff 

 BBGC staff will call 911 if any serious medical treatment is needed or if police/medical 
assistant is required. If BBGC staff determine that the assault is not serious, staff will 
administer First Aid treatment to the Youth/Staff 

 BBGC will stay with the victim and monitor. 
 Victim’s family will be notified by BBGC staff when safe to do so. 
 If a serious event occurred, the West Street Unit Director or designee will report the 

incident to Boys & Girls Clubs of America (BGCA) 
 BBGC staff will complete a written incident report at the earliest opportunity incident 

reports will be kept on file in the West Street administration office, 

Bomb Threat 
 During the bomb threat call, BBGC staff will obtain as much information as possible 

from the call.  
 BBGC staff will call 911 then notify the West Street Unit Director or designated staff 

when safe to do so.  
 BBGC staff and youth will evacuate the area immediately.  
 Emergency personnel will determine if it is safe to return to the building. If it is ruled 

that it is not safe, BBGC staff will notify families and arrange for parent pick up.  
 If the program needs to evacuate the area, BBGC staff will notify families of the 

evacuation. The staff and youth will be transported/walk to Imagine Nation, located 
at 1 Pleasant Street. 

 West Street Unit Director or designated will report the incident to BGCA. 
 BBGC staff will complete a written incident report at the earliest convenience; 

incident reports will be kept on file in the West Street administration office.  
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Emergency Lockdown 
Sometimes, youth centers and schools have been faced with the threat of unauthorized individuals 
entering the facility. An intruder is defined as any visitor, who through act or deed, poses a perceived 
threat to the safety and welfare of youth and staff. If at any time you are dealing with a person you feel 
uncomfortable around or fearful for your safety and the safety of others, then you may be faced with an 
intruder situation.  
 BBGC staff will identify and ID all individuals prior to accessing the Club. 
 If a person(s) enters your facility, assess the situation. If you are uneasy or suspicious of the 

person(s), BBGC staff will immediately call 911 and stay on the phone until help arrives; await 
further instructions from emergency response personnel.  

 If youth are outside when a suspected intruder is in the area, BBGC will quickly direct and move 
youth back into the facility for lockdown or to a safe sheltered area. If youth are inside when a 
suspected intruder is in the area, BBGC staff will quickly direct and move youth to a safe sheltered 
area for a lockdown. BBGC staff will quiet the youth and sit them down in an identified area of 
the room so they will not be seen through windows or doorways, barricade themselves by moving 
furniture and whatever else they can find in front of the program door. 

 BBGC will take attendance. 
 BBGC staff will give youth simple instructions, talk about what is happening and try to keep the 

youth calm.  
 BBGC staff and youth will remain at this status until notified by the authorities that it is clear, and 

the intruder is no longer a threat; determined by emergency personnel.  
 The Unit Director or designated staff will notify families of the lockdown. 
 The Unit Director will complete a written incident report of the incident. Incident reports are kept 

on file in the West Street administration office. 

Shelter-in-Place Procedure 
Shelter-in-Place should be conducted when you are instructed to do so by emergency personnel or your 
radio/television; or if you see a vapor cloud or small an unusual odor outside. 
 Gather all youth inside into one safe area. 
 Call 911 and notify the Unit Director or designee. Staff should turn on and listen to the radio, 

television or use you cell phone and/or computer to listen or get emergency information from 
your local fire or police department 

 Turn off all fans, heating, cooling, or ventilation systems. 
 Close off non-essential program areas and storage areas. 
 Stay alert to emergency announcements; emergency personnel from your local police or fire 

departments may give you specific instructions via loudspeaker. 
 If determined necessary, you can provide a minimal amount of breathing protection by covering 

their mouth and nose with a damp cloth. 
 BBGC staff, West Street Unit Director or designated staff should stay in touch with responding 

agencies/emergency personnel. 
 BBGC staff, West Street Unit Director or designated staff and emergency personnel will determine 

whether to stay sheltered in place or to evacuate.  
 BBGC staff will advise parents not to pick up until the incident is over. The presence of parents 

searching for their youth will only cause confusion and may lead to exposure to toxic chemicals. 
Once sheltered in place, you will not want to open the door to let parents in and out.  

 Once the incident is over, inform parents and turn ventilation system back on. 
 If youth and staff must evacuate the program area, parents will be notified by a phone call where 

and when they can pick up their child. 
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 West Street Unit Director or designated staff will report the incident to BGCA. 
 West Street Unit Director or designated staff will complete a written incident report at the earliest 

opportunity; incident reports are kept on file in the West Street administration office.  

Relocation Process 
If BBGC Camp Quest members need to evacuate, the program will provide safe transportation to the 
Imagine Nation Museum located at 1 Pleasant Street, if conditions are warranted and safe.  
Transportation Options:  
 Bus Company 
 Police 

 National Guard 
 Company Van (if accessible) 

The following steps will occur: 
 Camp Director or designated staff will notify parents if evacuated from the program space  
 A CPR and First Aid certified staff will accompany youth in the program  
 BBGC staff must bring a first aid kit and member information with them to the relocation site.  
 Camp Director or designated staff will report the incident to BGCA.  
 Camp Director or designated staff will complete a written incident report at the earliest 

opportunity; incident reports are stored in the West Street administration office.  
 All parents will be notified via phone call or Procare message. 

Section 4: Family Partnerships 
Family Involvement  
Our facility has an open-door policy. Parents and guardians are encouraged to visit their children 
whenever possible. The facility also plans periodic educations, fun field trips and guest speakers that may 
do activities with the youth. Volunteers are more than welcome. To find out how you can get involved 
contact the Unit Director at (860) 583-4734. 

Confidentiality  
No information about any child or family will be shared with any agency or individual without written 
permission from the parent or guardian.  

Partnerships with Schools 
The Bristol Boys and Girls Club believes that school, the club, and home are three important pieces to 
youth development and success. However, Schools do not initially share information with the club 
whatsoever. With school an integral part of their development, the Bristol Boys and Girls Club is 
exploring the opportunity to build relationships with the schools that our members attend. These 
relationships include communication with administration, but also one on one discussions with school 
guidance counselors for overall youth development. No information will be shared with schools without 
prior consent from parents/guardians. If we feel that our work with your child can be better 
supplemented by conversations with school staff, (i.e. teacher or guidance counselor), the Family 
Engagement Coordinator will discuss with the parent/guardian and obtain written consent prior to 
initiating the conversation with the school.  

Staff Communication with Parents 
Staff members are always willing to communicate with families over questions and concerns. Please feel 
free to contact West Street staff via email, call, Facebook or Procare during normal operating hours. 
Contact information can be found on our website or you may use the Procare App. Staff will do their best 
to return your message as soon as possible. Please be patient and don’t hesitate to remind us if it has 
been over 72 hours without a response!  
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Parental Behavior Expectations 
The Boys & Girls Club of Bristol is committed to providing the best possible experience for our youth and 
guests, as well as assuring the safety and overall wellbeing of our youth, parents, staff, and volunteers. To 
achieve this goal, a strong, positive relationship with parents and caregivers is essential. Therefore, all 
parents must behave responsibly consistent with the values of integrity, open communication, and mutual 
respect. Parents should always model positive and responsible behavior and a commitment to ethical 
behavior. In doing so, they not only show children how to appropriately address issues and concerns, but 
they assure that there is no disrespectful treatment of others.  
 
This policy covers a broad range of behaviors considered detrimental to the values and safety of our 
organization; these behaviors are not all-inclusive. Parents who display inappropriate behavior that 
disrupts our environment may call for administrative action, including police involvement when indicated, 
involvement of legal counsel, or removal of a youth from the program. We hope that all parents join us in 
exhibiting behaviors that reflect healthy choices, healthy lifestyles, and respect for others. 
 
General Acts of Parental Misconduct Include: 
 Any disruptive behavior or comments, which are profane, insulting, harassing, sexist, racist, 

abusive, or disrespectful. 
 Threatening in any way, a staff member, visitor, parent, or youth. 
 Approaching someone else’s child to discuss or chastise them because of that child’s actions 

toward them. 
 Smoking, taking drugs or consumption of alcohol on the premises. 
 Withholding child information from staff upon registration (i.e. Behavioral IEPs, or any disability) 

Enforcement will be based on a careful and fair assessment of each situation and may result in termination 
of participation in the program. 

Grievance – Complaint – Compliment Policy 
Most problems within a youth development facility are non-life threatening and can be resolved by: 

1. Discussing the problem with the Club Staff 
2. Discussing the problem with the West Street Unit Director 
3. Discussing the problem with the Chief Executive Officer or Director of Operations  
4. If the problem is not resolved, you may contact Boys & Girls Clubs of America (BGCA) 

A Final Word 
The decision to place youth in the proper environment is difficult but sometimes necessary for parents to 
support their families or provide their youth with an opportunity to socialize and learn. The Boys & Girls 
Club of Bristol will help your youth grow into caring, responsible, and healthy citizens.  
GREAT FUTURES START HERE 
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Receipt and Acknowledgment of West Street Family Manual 
 

I acknowledge that I have received an updated copy of the Boys & Girls Club of Bristol West Street Family 
Manual. I understand the Handbook's policies and procedures may be modified at any time with prior 
administrative approval. I agree to read this document and to follow the policies and procedures 
described herein. 
 
If I have questions about this Handbook, I will contact the West Street Unit Director at (860) 583-4734.  
 
 
 

Date: ___________/20______ 
 
 
 
_____________________________                                           ___ ________________________ 
   Parent/Guardian Printed Name              Parent/Guardian Signature 
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