
 

 



INTRODUCTION  
 
Welcome to the Saratoga Regional YMCA Preschool! We are happy you have chosen the Saratoga Regional YMCA for 
your child’s early childhood experience. We hope your child will have many new experiences and opportunities to grow 
into a happy, self-confident child with a love for learning. We, the staff of the Preschool program, encourage you to take 
an active role in your child’s development.  We welcome you to be a part of your child’s school experience. 
 
Newsletters, emails, and information sheets will be sent home with your child regularly, to keep you informed of specific 
activities going on in our program. 
 
This handbook has been designed to inform you of our policies and procedures. If you have any additional questions or 
concerns, please feel free to contact the Program Director, Kim Iaia, at 583-9622 ext. 114, fax 581-7598 or e-mail 
kim.iaia@srymca.org. 
 
The Saratoga Regional YMCA reserves the right to amend the policies and procedures set forth in this handbook. Written 
notice will be provided of any modifications of policies.  
 
PHILOSOPHY 
The Saratoga Regional YMCA Early Childhood programs maintain a developmental philosophy. Each program is designed 
to fit the needs of children according to their age and individual progress and according to the YMCA’s philosophy of the 
development of spirit, mind and body. Through multi-disciplinary programming, the four core values of caring, honesty, 
respect, and responsibility are taught throughout our entire curriculum. 
 
GOALS 
Play is a child’s “work”. Children learn by actively doing and through play experiences. Therefore, we will take an active 
approach to children’s learning in all areas of development. 
 
We focus on developing the whole child academically, physically, socially and emotionally, without stressing one area of 
development over another. The program activities will encompass all of these areas, often simultaneously. 
 
Classroom environments are designed to encourage both independence and a cooperative spirit. Sufficient time is 
provided for large and small group instruction and for children to choose their own activities. All children will be 
encouraged to learn by participating in group activities and in activities initiated by the teacher. Children grow in self-
confidence as they gain independence. They also grow socially and emotionally as they learn to work with and care for 
others. 
 
Parents are an important part of our program and are encouraged to speak with the staff about any questions or 
concerns they have about their child’s involvement with the Preschool program and their development.  
 
We promote the following goals in our curriculum:   
 

 To provide a supervised childcare program in an environment that is safe, supportive and caring, but most 
importantly, in an environment that is sensitive to each child’s individual needs and supports personal growth. 

 To stimulate and facilitate cognitive, physical, social and emotional development in each child. 
 To provide peace of mind to parents by making our Preschool the place their child looks forward to coming to 

every day. 
 Promote a love for learning while remaining aligned with the New York State Standards. 
 To strengthen and support the family unit by recognizing the importance of the parent/guardian as the primary 

influence in the child’s development.  
 To have FUN!!! 😊 

 
All of this is taught through the four core values: Caring, Honesty, Respect, and Responsibility. 



PRESCHOOL/UPK COVID GUIDELINES 
DROP-OFF AND PICK-UP PROCEDURE 

 Parents will escort their child(ren) to the classroom hallway.  Once your child has placed their belongings in their 
cubby, their teacher will greet them at the door.  Please do not enter the classroom with your child. 

 Parents will sign children out of classroom at dismissal.   
 If any child has symptoms of COVID 19 and/or a temperature of 100.0° (or higher), they will not be permitted to 

enter.  
 All children will wash his/her hands with soap and running water upon entering the classroom. 

 

MASKING POLICY 

 Unvaccinated parents and adults are required to wear a mask, at all times.   
 Fully vaccinated parents and adults are encouraged, but not required to wear a mask. 
 Masks will be required by all YMCA Preschool staff, while indoors.  Fully vaccinated staff are encouraged to wear 

their masks outdoors, but may remove them.  Unvaccinated staff are required to wear their masks at all times. 
 Students may, but are not required to wear masks while participating in the Preschool program.  

 

SOCIAL DISTANCING 

 Groups of students will use the playground, on a rotating basis. 
 Classrooms have been organized to offer more distancing between children during centers and snack times. 

 

CLEANING PROCEDURES 

 We have provided each teacher with their own individual cleaning supplies -including disinfecting and sanitizing 
supplies. 

 Art supplies will not be shared across classrooms.  Classrooms will be assigned individual supplies.  Classroom 
supplies will be disinfected on a daily basis, at least. 

 Hand sanitizer will be provided to students upon entry each morning, before and after snacks and other 
appropriate times throughout the day.  

 The YMCA uses a Clorox “fogger” twice weekly to sanitize all surfaces, areas and toys.  We have also increased 
the frequency of custodial cleaning of restrooms and classrooms.  In addition, we have adjusted our program 
times to allow for disinfecting between classes.   

 

PLAYGROUND 

 We will abide by the same cleaning procedures. 
 Groups of students will use the playground, on a rotating basis.  Children  will sanitize their hands upon entering 

and exiting the playground to prevent the spread of germs on touch surfaces.  Children will also be required to 
wash their hands with soap and running water upon re-entry to the classroom. 

 

  



PROTOCOL IF STAFF OR ATTENDEE TESTS POSITIVE FOR COVID-19 (NOTIFICATION TO ATTENDEES) 

 Per CDC guidance, anyone demonstrating a fever of 100.0° (or higher) and/or COVID-19 symptoms,  will be sent 
home and asked to contact their doctor.  

 If a child develops symptoms during the Preschool program, the child will be immediately isolated to a dedicated 
space.  Parents will be contacted immediately and asked to pick up their child(ren)ASAP. 

 Children sent home due to COVID-19 symptoms must be immediately separated from other children and 
supervised until their parent/guardian or emergency contact can retrieve them from the program facility. 
Children may return after 48 hours of being symptom-free. 

 Should anyone test positive for COVID-19, health officials must be immediately notified. We will collaborate with 
local health departments and contact tracing officials to identify possible exposure.  Anyone with direct 
exposure will be immediately contacted and notified.   

 

 
CURRICULUM 
Program content is solely based on appropriate developmental levels. We follow New York State Core Curriculum 
standards as well as NAEYC, YMCA National, and New York State Office of Children and Family Services guidelines.  We 
include the teaching of the four core values of Caring, Honesty, Respect, and Responsibility throughout our curriculum. 

Our curriculum uses a thematic, balanced approach to reading readiness, language, science, math, art, music, social 
studies, multi-cultural activities, health/nutrition, fitness and social-emotional growth for children 2 years to 5 years of 
age. Field trips, class visitors, and family events complement classroom learning and special events held throughout the 
year. 
 
Within our curriculum, we include a variety of art projects, with varied objectives. Projects differ depending on whether 
they are teacher-directed or child-directed. Each has its own purpose and goal. For example, promoting creativity, 
developing listening skills or to teach a specific skill set. 
 
Our Preschool teachers are certified in Early Childhood Education (Birth-Grade 2) and/or hold an Associates, Bachelors 
or Masters Degree in a related field. 
 
CLASS LEVELS 

Two-Year-Old Class (Eligible students turn two by December 1, 2021) 

This program is specifically designed to prepare children for a Preschool education. Developing positive social skills is an 
important focus in this classroom and is facilitated through free play activities. Research shows children actively learn 
through play.  

 Fine motor skills are further developed through art project, such as painting, the use of crayons, markers, 
puzzles, manipulatives and play dough.  

 Reinforced work habits include, but are not limited to: following directions, listening to teacher suggestions, and 
playing/working appropriately with others while working on various projects.  

 Gross motor skills are developed with activities that include music, finger plays, storytelling, games and a variety 
of other creative activities designed to increase attention span.  

 Cognitive skills (shapes, colors, counting, letter recognition, etc.) are developed through free play, circle time, art 
projects and literature. 

 
Development of independence is encouraged by allowing the children to use the bathroom and dress independently. 
Children need not be potty trained to enter this room.  
 
 



Three-Year-Old (Eligible students turn three by December 1, 2021) 

This program is designed to prepare children for our pre-kindergarten program. We build on the activities included in 
the two-year-old class by including: 

 More group-focused activities such as Circle Time (calendar, weather, letters, numbers and stories with a weekly 
theme).  

 Social skills are developed by focusing on self-esteem, following directions, respect for all, and working 
independently in both small and large groups.  

 Artistic development and creativity are encouraged through age appropriate projects.  
 Music and various finger plays are also included within the curriculum.  
 Speaking, listening and cognitive skills are developed during Circle Time, art activities and story-time.  
 Reading readiness is facilitated through the adult modeling of fluent reading, student reading of books, language 

experience charts, classroom, name and letter recognition and projects.  
 
Four-Year-Old Class (Eligible students turn four by December 1, 2021) 

In this room, activities again include similar activities from the previous year, in addition to:  
 Cooperative learning, emphasizing a classroom structure, rather than an individual perspective.  These skills are 

promoted to reinforce the socialization process of Kindergarten.  
 Educational objectives include:   

o Letter (uppercase and lowercase) and sound ID (symbols representing sound)  
o Beginning math skills  

 Rote counting up to 20 
 Adding and subtracting within 20 
 Number identification 
 Number formation  

o Knowledge of the calendar  
 Days of the week (including number of days) 
 Months of the year (including number of months)  

This classroom is structured by a Pre-K curriculum and follows weekly lesson plans based on a theme for the week. Our 
Preschool Curriculum has been approved for use in the Saratoga Springs City School District Universal Pre-K program, 
which is part of our Saratoga Regional YMCA Preschool Program.  
 

GENERAL INFORMATION 
 
DATES OF OPERATION 
The Preschool Program is open September through June. Our first day is Wednesday, September 8, 2021.  Our last day 
of school is June 24, 2022. We follow the Saratoga Springs School District Calendar and are closed the same days as the 
district, with the exception of some half-days.  
 
SNOW DAY/SCHOOL CLOSING POLICY 
This year, the SRYMCA will be determine whether our Preschool program will close due to weather conditions. Be sure 
to sign up for your class TADPOLES APP with your child’s teacher and check there for information about preschool on 
“iffy” weather days.  Closures will also be announced on all major television and radio stations.  Information of any 
closings will also be posted on the SRYMA Facebook page. 
 
EMERGENCY CLOSINGS 
In case of an emergency, unsafe condition or natural disaster (floods, water main breaks, loss of power or water, ability 
to use) that may occur, the program may have to be closed for the day. For emergency closings, tune to the major 
networks on your television or our web site srymca.org.  There will be no rebate in tuition due to emergency closings. If 



you are unsure of our status, please call the Saratoga Springs Branch, 583-9622 ext. 0 or the Wilton Branch, 583-9622 
ext. 250 after 8:00 a.m. for confirmation. 
 
HEALTHY EATING AND PHYSICAL ACTIVITY (H.E.P.A) 
Our Preschool is committed to educating students about healthy eating and physical activity and strives to involve the 
whole family in our students’ learning process.  
 
SNACK  
We ask parents to send their child with a labeled water bottle each day. To promote good eating habits, we suggest 
sending in snacks such as fruit, vegetables, cheese, and whole grain crackers and water.  The SRYMCA Preschool 
program is nut-free. Please do not sent in products that contain nuts, nut products or products processed where there 
are nuts. Some allergies are life threatening, so please take our guidelines seriously. Please also send a napkin with your 
child’s snack. If you would like to provide a snack for your child’s classmates to celebrate his/her birthday, please 
communicate with your child’s teacher. Snacks must be individually wrapped and follow these guidelines. Please no 
chocolate, cupcakes or other sweet treats. A nut-free healthy snack will be provided for the Universal Pre-K students 
each class. 
 
PHYISCAL ACTIVITY 
We incorporate age-appropriate physical activity each class day to help strengthen gross and small motor skills. Through 
music and movement, gym time, and playground time, our students are encouraged to participate in physical activity 
each day. We are looking forward to when we can once again include swim and gymnastics in our weekly classes. 
 
WHAT TO BRING 
A complete change of clothes should also be kept in your child’s backpack. This change of clothes is not just for toileting 
accidents but for the occasional spill. Please label all clothes. We will be going outside as often as the weather permits, 
please send your child in rubber soled shoes and with appropriate outdoor gear. Your child’s teacher will inform you 
when winter wear is needed during the cold months.  
 
A security blanket or other item that the child is attached to is acceptable for 2 and 3-year-old students. The teachers 
will work at weaning your child from using them at school on a daily basis.  As their separation anxiety decreases, they 
can keep items in their backpacks, if needed.  
 
Children’s footwear should include sneakers and socks to ensure their comfort and safety during outdoor play and 
walks.  Toys from home are discouraged. Please check with your child’s teacher for class rules. On “Show & Tell” days, 
please only send in one item which will be kept on the counter until “Show & Tell” time. 
 
SCREEN TIME   
It is the policy of the Saratoga Regional YMCA to engage in activities that do not include television, video, DVDs, and 
other portable electronic devices. It is a rare and special occasion that screen time may be used for an educational 
presentation. Limited computer use for educational games occurs throughout the year. 
 
REGISTRATION 
Children must be at the class age by December 1st of that school year. In addition to the online registration forms, the 
following forms are required:  

 Child’s Medical Report, including Immunizations 
 Signed Parent Handbook Agreement (found at the end of this manual) 
 Child’s birth certificate 
 Dental form (UPK students) 

 
FEES 
Tuition is payable in ten monthly installments through automatic draft of a checking/savings account or credit card. The 
first payment of 10% is due upon registration. Payments will be drafted 60 days in advance. Tuition will be paid in full by 



April 2022. Late registrations must pay all payments due at a bi-weekly basis and then monthly thereafter. You are 
responsible for providing any changes or updates in your account. The first month payment is non-refundable. 
 
WITHDRAWAL FROM THE PROGRAM 
Two weeks written notice is required if a parent chooses to withdraw a child for any reason.  

 Refund requests must be in writing and are subject to approval from the CEO. 
 Refunds will only be considered for medical reasons or relocation. 
 No refunds will be given after May 1st. 

 
DELINQUENT PAYMENTS/RETURNED CHECKS OR CREDIT CARDS 
If you fall more than one month behind in your tuition payments, your child may not be allowed to return to class until 
your account is current. Please remember to provide any account changes to avoid falling behind. 
 
FINANCIAL ASSISTANCE 
Financial Assistance is available through the Saratoga Regional YMCA. The financial assistance given to preschoolers is 
obtained through the generosity of community support and sustaining members (a donation membership). Financial 
Assistance is available for “Y” membership and program fees for youth in need. The application can be obtained through 
the front desk or online. Once financial assistance is granted, the child who is applying for a scholarship may begin in the 
program.   
 
ARRIVAL, DEPARTURE AND EMERGENCY CONTACT 
Please see the current COVID guidelines for arrival and departure information.  
 
Children will not be released to anyone who has not been authorized on the pick-up permission form, unless we receive 
prior written notification. The staff will require a form of picture ID as proof of identification (i.e. driver’s license). Unless 
we have received prior written notice, we cannot allow any children to be picked up by an emergency contact person. 
The person picking up your child must be at least 18 years old. If you are going to be late picking up your child, please 
notify the teachers by calling your child’s classroom.   Parents need to provide a number where they can be reached 
while their child is in class. We cannot be held responsible in the event that we are unable to reach a parent who has 
outdated phone numbers. It is the parent’s responsibility to consistently update any important phone numbers. 
 
In the event of a custody dispute, we cannot keep a child from a parent unless we have written legal proof that the child 
is not to go with the parent. 
 
TOILETING AND POTTY TRAINING 
Two-year-old students are not required to be potty trained. Three-year-old students should be potty trained, but 
accidents are understandable. We will work with you to help achieve this milestone. Be sure to send in multiple changes 
of clothing just in case. 
 
FIELD TRIPS 
The 3-year-old and 4-year-old Preschool classes hope to go on field trips later in the school year. On field trips, parents 
are encouraged to join the class and are counted on to provide all transportation. All students must use a car seat in 
New York State. The times of most of our field trips coincide with our class times so parents can provide transportation 
for their child. Permission slips must be returned to the teacher with any field trip fee before the day of the field trip. 
 
OUT OF PROGRAM POLICY FOR STAFF  
It is the policy of the Saratoga Regional YMCA to prevent staff, volunteers or other adults related to YMCA programs 
from spending any time with youth program participants/members outside of the YMCA programs and activities without 
parents present.  This includes, but is not limited to babysitting or transporting. Violation of this policy may result in 
disciplinary action up to and including possible termination of the YMCA employee. 
 
IMMUNIZATIONS 



New York State law requires that all of the SRYMCA preschoolers have up-to-date immunizations.  New York State is no 
longer allowing schools to accept religious exemptions. If your child is on a delayed or “catch up” schedule to comply 
with this new law, please be sure your child’s teacher has a copy of the immunization schedule validated by the doctor.  
All immunization records are due the student’s first day of school.  
 

HEALTH AND SAFETY POLICY 
 

For safety, a fire drill will be conducted once a month and a “Safety Action Plan” will be followed. Four lock down drills 
will also be conducted each school year. 
 
All staff have appropriate qualifications and/or safety training. The YMCA requires all staff be annually certified in First 
Aid, Blood Borne Pathogens, Child Abuse Prevention and CPR and AED. The staff also participates in numerous 
workshops, conferences and training. Certified WSI and PSI instructors teach in the pool.  
 
MEDICATIONS 
 Our staff will only administer prescription medication under the following conditions: 

 We have a completed Written Medication Consent Form on file.   
o The form must be completed by both the child’s parent/guardian and the child’s physician.   
o Without a completed form, staff will be unable to administer medication to the child.  
o The form must state the child’s first and last name, type of medication, dosage, route of administration 

and how often to administer the medication.  
 Medication must be in the original container with a current date. 

 
Further, our staff will only administer topical and oral medication under the following conditions:  
 
TOPICAL 
A Written Medication Consent Form completed by the parent/guardian and child’s physician are required.  Without a 
signed consent form on-file, staff will be unable to administer medication to the child.  The form must state the child’s 
first and last name, type of medication, dosage, route of administration and how to administer the medication. 
Medication must be in the original container with a current date.  Medication will only be applied as directed on the 
package instructions.  Any diversion from those directions requires a signed note from the child’s physician. 
 
ORAL 
A Written Medication Consent Form completed by the parent/guardian and child’s physician are required.  Without a 
signed consent form on-file, staff will be unable to administer medication to the child.  The form must state the child’s 
first and last name, type of medication, dosage, route of administration and how to administer the medication. 
Medication must be in the original container with a current date. 
 
COVID REGULATIONS 
In accordance with COVID health regulations, no child may attend the program as long as they are exhibiting: 

 A fever over 100 degrees or chills. 
 Cough (new or worsening) 
 Shortness of breath or difficulty breathing (new or worsening) 
 Fatigue 
 Muscle aches or pains (new or worsening) 
 New loss of taste or smell  
 Headache (New or worsening) 
 Sore throat (new or worsening) 
 Congestion or runny nose 
 Diarrhea or Vomiting 

 



Your child may not return to the program until they are symptom free for 48 hours. A COVID test may be required under 
certain circumstances and the negative result paperwork must be provided by the doctor and given to your child’s teacher. 
 
Please notify us immediately if your child, or anyone in your family, has been exposed to anyone who has tested positive 
for COVID-19 or has been diagnosed with COVID-19. We will follow guidance of the local health department upon 
notification. 
 
Please notify us immediately if your child has traveled to any locations with a current travel advisory or been exposed to 
anyone who has traveled to a location with a current travel advisory. Your child will not be permitted to rejoin the 
program until ten days following your arrival home or the exposure date. 
 
Please notify us if your child will be out of school due to any other contagious diseases such as: Influenza, Chicken pox, 
Impetigo, Coxsackie Virus, Conjunctivitis (Pink Eye), lice, parasites, etc.  

 A medical release from the child’s physician may be required before your child rejoins our program. Please 
communicate with your child’s teacher to see if a medical release is needed. 

 If for any reason your child is sent home from class with any of the illnesses listed above, he/she is not allowed 
to return until they are symptom free for 48 hours. 

 
DISCIPLINE POLICY 
Our staff uses positive methods of discipline and guidance that encourage self-esteem and self-control and reflect the 
YMCA’s four core values of honesty, respect, responsibility and caring. Through positive role-modeling, praise and 
encouragement of good behavior, redirection and reminders of behavior expectations; teachers foster positive social 
interaction. Students are encouraged to learn and use problem solving and conflict resolution skills. In rare instances a 
child may need time away from the area of conflict to regroup and calm down.  
 
In the event of consistent behavior problems, an Incident Report will be written up. A conference with a 
parent/guardian may be requested and dismissal from the program is possible if working with the child and his or her 
parent/guardian has not been effective.  
 
All interactions between teachers and parents are confidential.  Teachers may not discuss other students or 
parents/guardians with anyone other than the child’s parent or guardian.  Thank you in advance for respecting the 
dignity of our students and families, by respecting their privacy.   
 
Parents may not discipline any child, other than their own. Please refer all behavior concerns to either the teacher or the 
Director. 
 
POLICY ON BITING AND/OR AGGRESSION 
Teething, frustration and anxiety are only some of the reasons toddlers bite others. The YMCA cannot be held 
accountable for biting occurrences. However, the Preschool staff will do everything possible to make ensure children are 
making safe choices and prevent biting amongst students. However, biting does occasionally occur with children of this 
age. All incidents of biting and aggression will be recorded on Incident Reports and available for the parents to read, sign 
and have copied for their own records. 
 
The YMCA believes in taking every step possible to help children work through challenges.  Incidents will be dealt with in 
the most efficient manner, depending on the child’s age and developmental abilities. If aggression does not subside, the 
Director will schedule a conference with the parent/guardian to discuss possible ways to deter the biting and/or 
aggression.  All incidents will be documented at the time of occurrence for parents to review.  We welcome parent’s 
feedback regarding ways to assist the child through their aggression.  
 
If, after a conference with the parent/guardian, the child continues biting or aggressive behaviors towards other 
children, the child’s parent/guardian will be called.  Parents/Guardians will be asked to pick up their child immediately 
from the program at the time of occurrence. The child will be able to return the next school day.  Additional incidents of 



biting or aggression will result in a second parent/Director conference to discuss the incidents and discuss potential 
suspension or dismissal from the Preschool Program. If suspension is necessary, parents will be responsible for tuition 
during the period of suspension. The YMCA has the right to dismiss any child with repeated incidents of aggression or 
biting, at its discretion. 
 
CLASSROOM GUIDELINES 

 Hitting, pushing, biting, kicking, throwing toys, screaming, running indoors, exiting rooms without permission, 
spitting, etc., are not allowed. 

 At snack time, self-help and table manners are encouraged. There will be no throwing or playing with food.  
 No guns or pretending to play guns are allowed. 
 No toys of a violent nature are allowed in the classroom. Toys from home are discouraged, with the exception of 

“Show & Tell” days. 
 Children will be expected to line up with the class and stay with the teacher at all times. 
 You must sign your child in and out each day. 
 If your child has any special needs, please let your teacher know in advance. 

 
PARENT INVOLVEMENT AND COMMUNICATION 

 Parents will receive communication from the teachers though out the school year. You will receive many texts, 
emails, newsletters, forms and reminders throughout the school year.  

 Meetings with teachers and/or the Director are available upon request. 
 Whenever it is suspected that a child is ill, the parent will be notified and the child sent home. 
 Any new allergy reactions or changes in health conditions should be reported to staff immediately. 
 If a child is injured during class, the parent will be notified and an accident report will be completed with the 

injury. This includes documentation of the accident. 
 We hope to soon return to inviting parents into the classroom to be a part of your child’s Preschool activities.  
 Your child’s teacher is always open to communication with her students’ parents. Please reach out at sign in or 

out time or through the Tadpoles App. 
 
CLASSROOM PHONE LINES 
If your child will be absent, please let your child’s teacher know via the Tadpoles App or call your child’s classroom 
extension.  Be sure to ask for the extension for your child’s classroom. 
 
CONCLUSION 
The Saratoga Regional YMCA Early Childhood staff takes great pleasure in creating a safe, healthy, exciting and 
stimulating learning environment. The Preschool staff takes pride in the classes they teach and students they nurture. 
We encourage you to contact the teachers, and Preschool Director with comments, questions, concerns, or praises 
about your child or the school. We hope that this YMCA Early Childhood program will be the first “step” in your child’s 
involvement with the YMCA.  Thank you for letting us be a part of your family. 
  



 
 
 


