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C.A.M.P. 

Calvary Reformed Church 

995 E. 8
th
 Street 

Holland, MI 49423 

(616) 394-0826 

 

Dear Parent, 

 

Welcome to C.A.M.P.  The staff is looking forward to working with you and your 

child.  This handbook has been prepared to share with you C.A.M.P. policies and 

philosophies concerning our childcare program. 

 

An enrollment packet can be picked up at the C.A.M.P. room or from a staff 

member.  After reading the material, please feel free to make comments, ask 

questions, and give suggestions to any of our staff.  We are looking forward to 

being able to care for your child. 

 

 

      Sincerely, 

 

      Susan Ferrin & Kim Holsworth 

               Program Directors 

 

 

 

 

     

 

 
    A booklet – “Licensing Rules For Child Care Centers” - is   

    available at the sign in table for you to look through.  Please do not 

    remove it from the C.A.M.P. room. 

 

http://volusiapeds.com/wp-content/uploads/2012/05/volusia-pediatrics-fun-kids.jpg
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C.A.M.P.’s vision for ministry is to provide a safe and secure environment for children. 

1. To help develop their fullest potential by: 

a. providing opportunities for the development of interpersonal relationships with both 

peers and caring adult caregivers 

b. building feelings of self worth and confidence 

c. developing physical skills 

d. improving academic achievement 

2. To provide an opportunity for family growth and economic stability by reducing parental 

anxiety and guilt through the knowledge that their child is well cared for in a quality, 

comprehensive program. 

3. To provide adult supervision with the capability of understanding and relating to each child 

as an individual. 

4. To continually strive for program refinement for the benefit of the children enrolled. 

5. To provide children with the opportunity to be introduced to a Christ who created them, loves 

them, and cares for them in their daily lives. 

 

 

SCHEDULE OF OPERATION 

 

C.A.M.P. is open from 6:30a.m – 5:30p.m.  Monday through Friday.  C.A.M.P. will be closed on 

the following days: Memorial Day, 4
th

 of July, Labor Day, Thanksgiving and following Friday, 

Christmas Eve, Christmas Day, New Year’s Eve, and New Year’s Day. (Parents will be notified 

of any additional days.)  No tuition is charged for these holidays. 

 

 

ADMISSION AND WITHDRAWAL POLICY 

Admission 

All children will be admitted to the program after a 2-week trial period.  Children 2 ½ years old 

to 11 years old are eligible for admission.  All children need to be toilet trained and independent 

in the bathroom.  Upon enrollment, children ages 2 ½ to 3 will be placed in the Three’s Class and 

children ages 4 to 5 will be placed in the Preschool Class.  Children enrolling for the Preschool 

Class must be 4-year-old by Sept. 1
st
.  Because of space limitations, applications are accepted on 

a first come, first serve basis.  To make the transition easier on your child, we recommend you 

sign up your child for at least two days a week. 

A $50.00 registration fee must accompany applications.   

         ***This is non-refundable. 
 

Withdraw 

A written notice is expected at least two weeks in advance if your child will be withdrawing 

from the program.  A 2-week fee will be charged if a 2-week notice is not given.  C.A.M.P. 

retains the right to dismiss a child from the program if any of following situations occur: 

1. Weekly payments, if not waived, are more than two weeks late. 

2. A child is not adjusting to the guidelines of the program. 

3. Lack of cooperation by parents. 

4. The child has a serious illness. 

5. Severe behavioral problems occur. 
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DAILY SCHEDULE 

Three’s Class Daily Schedule 

9:00-9:20 Devotions:  Bible story, prayer, and songs in C.A.M.P. room 

9:20-9:55 Centers:  Crafts, skill papers, folder games, tub time, science 

9:55-10:15 Clean up and bathroom break 

10:15-10:30 Snack Time 

10:30-11:00 Circle Time:  Calendar, songs, weather, story, games in 3’s room 

11:00-11:30 Play Time: Structured large motor activities outside or in the Ministry Center  

11:30-12:30 Bathroom break, LUNCH TIME, free play 

12:30-1:00  Combine with preschoolers for free play outside or in the Ministry Center 

1:00-3:00 Bathroom break, story time, rest period 

3:00-3:30 Snack in C.A.M.P. room, read books 

3:30-5:30 Play time in the Ministry Center, outside, and/or C.A.M.P. room 
 

Preschool’s Daily Schedule 

9:00-10:00 Devotions: Bible story, memory verse, prayer, show and tell, large group games 

10:00-10:30 Bathroom break, snack time, read books 

10:30-11:00 Circle time: Calendar, weather, letters, numbers, theme of the week, science 

11:00-12:00     Centers: Art, writing, skill sheets, small group games, computers, free play 

12:00-12:30 Bathroom break, LUNCH TIME, tubs 

12:30-1:00 Combine with 3’s for free play outside or in the Ministry Center 

1:00-3:00 Bathroom break, story time, rest period 

3:00-3:30 Snack in C.A.M.P. room, read books 

3:30-5:30 Play time in the Ministry Center, outside, and/or C.A.M.P. room 
 

The teachers evaluate each child’s skills several times throughout the year.  A folder is kept to 

show academic progress, large and small motor skills, social, and listening skills. 
 

ARRIVING AND LEAVING 

Attendance will be taken each day to determine which children are in the program at any  

given time.  Parents or authorized persons must sign “in” and “out” each day.   

Please stay with your contracted times as we are staffed according to how many children 

are scheduled at any given time.  The director must approve any exceptions.  Children will not be 

allowed to leave on their own (exception applies to children enrolled in before-school program). 
 

AUTHORIZATION TO PICK UP CHILD 

Only persons authorized by the parents may pick up a child. This is for your child’s  

protection.  The staff will check identification and authorization of any person with whom they  

are not familiar.  Anyone without proper authorization will not be allowed to pick up  

a child.  Please inform C.A.M.P. in writing of any changes or additions. 
 

Parents/guardians are to pick up their child on time at the end of the day.  If a child is not 

picked up within 15 minutes of contracted sign out time, the staff will: 

      

1. Call parents at numbers listed. 

2. Call other identified persons listed. 

3. Keep child for 30 minutes before calling child protective services. 

4. Charge the parent a late fee. 
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REST TIME 

 

C.A.M.P. is required by the State Licensing Board to provide a rest time for children who stay all 

day.  Rest time is approximately 1:20 - 2:45p.m.  Children will rest on cots or mats, and soft 

music may be played.  Children will be encouraged to rest. 

 

All children should come each week with a labeled blanket, towel, and (optional) small pillow.  

These items should all fit into a bag (provided) or backpack and will go home each week on 

the last day the child attends. 

 

 

MEAL AND SNACK POLICY 

 

C.A.M.P. recognizes that good nutrition is important to a child’s growth.  Parents will provide a 

morning snack and C.A.M.P. will provide an afternoon snack.  C.A.M.P. will also offer a meal 

program where children may purchase breakfast.  Lunch milk may be purchased for 25 cents.  

Meal charges are listed below.  Children must bring a lunch each day from home.  If a child has 

no lunch, every effort will be made to reach the parent to have them bring a lunch.  If a parent 

cannot be reached, a peanut butter and jelly sandwich, fruit, vegetable, and milk will be offered.  

A $5.00 charge per lunch will be added to weekly bills. 

 

Meal Charges 

Breakfast - served from 6:30-8:00; daily menu - waffles, pancakes, cereal, milk, juice, and/or 

toast.  $1.00 a day. 

 

Milk- $.25 

 

 

HEALTH AND SAFETY 

 

Your child’s good health is important at C.A.M.P.  Please keep a sick child at home, for his or 

her own sake and for others’.  Many communicable diseases begin with cold-like symptoms.  

Your child will be sent home if he/she appears to have symptoms of illness during the day.  If 

your child is well enough to attend C.A.M.P., he or she will be expected to participate in outdoor 

activities. 

 

Please keep your child home if he/she: 

 -has a fever or has had one during the previous 24 hours 

 -has a cold that is less than 3 days old 

 -has a heavy nasal discharge 

 -has a constant cough, vomiting, or diarrhea 

 -is fussy, cranky, and generally not feeling well 

Your child may come when: 

 -a cold is over but a minor nasal drip remains 

 -your child has been exposed to a communicable disease but it has been reported 

              to the staff 
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If your child becomes ill at C.A.M.P., he/she will be isolated from the group and a parent or 

authorized person will be called to pick up your child.  Please keep us informed about the nature 

of any illness. 

 

When large groups of children meet, the possibility exists that head lice may occur.   

A child suspected of having head lice will be sent home so that proper treatment can be given.  

They may return after they have been checked and found nit free by C.A.M.P. staff. 

 

Please call C.A.M.P. on days when your child is ill or will be absent for other reasons.  

The phone number is (616)394-0826. 

 

If possible, parents will be notified of bumps, changes in health, and other minor injuries that 

might occur during the day but do not require the services of a physician. 

 

 

Prescribed medication 

C.A.M.P. staff will administer medications under the following provisions: 

1. Doctor prescribed oral medications will be given only with the written permission of the 

parent/guardian. 

2. Prescription medications shall have the pharmacy label indicating the physician’s name, 

child’s name, instructions, name and amount of medication. 

3. Medications must be in the original container.  They will be stored according to the 

instructions and kept out of the reach of other children.  Medications will be returned to 

parents when they are gone or not needed. 

4. Staff will maintain a record as to the time and amount of medication given. 

 

 

First Aid 

If your child is injured while in attendance, you will be notified if the staff feels that medical 

attention is needed.  An accident report will be completed by the staff and will be kept in the 

child’s file. 

 

In case of serous injury, we will make an immediate attempt to contact a parent or authorized 

person.  If we cannot reach you, we will call an ambulance.  Until the arrival of the parent, 

physician, or ambulance, the director or other staff member will make decisions.  You will be 

responsible for any incurred expenses.  Please keep C.A.M.P. up-to-date on emergency phone 

numbers. 
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Tornado and Severe Weather 

Tornado drills will be held periodically during tornado season.   

1.   In the event of a watch, parents should evaluate the weather situation and decide on the 

comfort of their child.  Regular indoor activities will continue for the children. 

2. In the event of a warning, parents should evaluate the weather situation and decide 

on the comfort of their child.  In the event of extreme emergency, children will be relocated 

to a designated safe area in the basement of the church. 
 

Fire Policy 

Fire drills will be practiced 4 times a year.  Procedures will be explained in a calm manner.  Staff 

will: 

1. Sound the alarm. 

2. Assistants will guide all children to the safest exit and proceed to a designated safe area.  A 

staff member will take along sign-in sheets. 

3. Outside, roll will be taken and all children will be accounted for.  Staff will go back for any 

missing children. 

4. An assistant will check all rooms for children before exiting.   

5. Office personnel will report fire. 

6. Parents will be contacted. 
 

Snow Days 

C.A.M.P. will still be open on days when Holland Public Schools are closed due to inclement 

weather.  A snow day sign-up note will be given out at the beginning of the school year where 

parents can sign up for care during snow days.  In the event of a snow day if a child is signed up 

to come, there will be a charge, even if the child does not show up.  If a child is not signed up to 

come, there will be no charge but that child will not be able to attend C.A.M.P. that day.  (On 

snow days, C.A.M.P. will staff according to how many children are signed up). 
 

Pesticides 

Pesticide applications will occur in the building periodically, according to state regulations.  

C.A.M.P. will notify parents in advance as to when these applications will take place.  First, a 

note will be sent home containing the appropriate details.  Second, signs will be posted in 

designated areas.  Pesticide applications will not be done unless the building will be unoccupied 

for 4 hours or longer, depending on the pesticide directions label. 
 

DISCIPLINE POLICY 

C.A.M.P. staff will use positive methods of discipline, which encourage self-control, self-

direction, self-esteem, and cooperation to better deal with other people around them.  The 

following steps will be taken in the event of undesirable behavior on the part of a child: 

1. Staff will speak with the child concerning behavior and give necessary time outs 

2. Child/staff conference, possible removal from activity 

3. Staff/parent conference 

4. Suspension for a limited time period 

In addition: 

1. There will be no physical punishment. 

2. Children will not be deprived of meals. 

3. Staff can suspend a child for one day. (no refund) 

4. Longer periods of suspension will be handled by the program director, if needed. 
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HEALTH CARE PLAN 

I.  The hands of staff and children shall be washed thoroughly before handling food, 

     before eating, and after bathroom use. 

 

 Hand Washing Procedure: 

 

 1.  Wet hands under warm running water. 

 2.  Add soap, lather and scrub hands. 

  -scrub palms, in between fingers, backs of hands, and under nails for 10-15 sec. 

 3.  Rinse well under warm running water. 

 4.  Dry hands using paper towel. 

 5.  Throw towel into garbage. 

 6.  Turn off taps with another paper towel and throw into garbage. 

 

II.  Handling children’s bodily fluids 

 

When handling the exposure to blood, body fluids that include blood, and tissue discharges, and 

when handling other potentially infectious fluids, we take extreme caution.  Latex gloves are 

available and cleaning/sanitizing will be done.  Soiled clothing and/or personal belongings will 

be placed in a plastic bag and returned to parents. 

 

III.  Cleaning and sanitizing of all equipment, toys, and other surfaces: 

 

 Steps to be followed for cleaning and sanitizing: 

 

 1.  Wash the surface or article with warm water and detergent. 

 2.  Rinse the surface with clean water. 

 3.  Submerge, wipe, or spray the surface or article with a sanitizing solution (bleach). 

 4.  Let the surface or article dry. 

 

Toys are cleaned seasonally and sanitized every Friday by spraying them with a sanitizing 

solution. 

Sleeping cots are sanitized daily. 

Table tops are cleaned each use. 

 

IV.  Controlling infection, including universal precautions 

 

Children need to be able to blow and wipe their nose, taught to cover their mouth and nose when 

coughing or sneezing, and able to use the bathroom without help.  Parents are asked to keep their 

children home if they have fever, diarrhea, vomiting, lice, etc.  The director or teacher will 

contact parent if the child expresses and exhibits signs of illness.  Children must be fever free 

for 24 hours before they can return to C.A.M.P. 

 

Sources:  Ottawa County Health Department 

  Pathways 
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ENROLLMENT POLICY 

Before a child can begin attending C.A.M.P., it is mandatory that we have the following forms 

on file: 

1. Signed contract and enrollment forms 

2. Child Information Record (on the back of Enrollment Agreement) 

3. Immunization record (updated) 

4. Completed Health Appraisal from physician 

5. $50.00 registration fee 

 

 

VACATION POLICY 

We recognize that children will need some vacation days each year.  However, our staff is hired 

based on daily attendance to C.A.M.P.  Therefore, vacation days will be granted as follows: 

 

For 3’s and preschool children enrolled for 12 months: 

*Children must be enrolled for 3 months before eligible for vacation times. 

Full time enrollment   Vacation days 

 5 full days per week   10 days per year 

 4 full days per week   8 days per year 

 3 full days per week   6 days per year 

 2 full days per week   4 days per year 

 

 Part time enrollment   Vacation days 

 5 half days per week   10 half days per year 

 4 half days per week     8 half days per year 

 3 half days per week     6 half days per year 

 2 half days per week     4 half days per year 

 

For children enrolled less than 12 months per year: 

*Vacation time will be given during Christmas break, spring break, and conference days. 

School-age children registered in the before and after school program for 9 months and also the 

3-month summer program will be given one week of summer registered hours as vacation time, 

in addition to Christmas and spring break holidays. 

 

TO USE VACATION TIME 

A 2-week notice should be given of vacation days.  After allotted vacation days are used, parents 

will be responsible for payment of any scheduled contracted days the child is absent.  Children 

must be enrolled in C.A.M.P. for 3 months before vacation time can be used. 

 
 

SICK DAY POLICY 

If child is sick, the following rates will be charged: 

*1
st
 day of illness….full rate  

*2
nd

 consecutive day and consecutive sick days thereafter…1/2 contracted rate per day    
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FINANCIAL POLICY 
Registration Fee………………………………………….………….$50.00 due upon enrollment 

 **Summer Program Registration Fee ……………………...$25.00 due upon enrollment 

Weekly Rates (5-10 hours a day/5 days a week)……………..…….. $150.00 - 1 child 

                         $255.00  - 2 children 

            (over 10 hours a day/5 days a week)…………….…..$160.00 - 1 child 

                         $294.00 - 2 children 

 

Part-Time Rates (enrolled less than 5 days a week) 

           Half day (less than 5 hours)………………………….$18.75 - 1 child 

                                     $35.65 - 2 children 

                      Full Day (5-10 hours)………………………………...$33.00 - 1 child 

                                                 $60.00 - 2 children 

            Over 10 hours………………………………………..$36.00 - 1 child 

                        $64.00 - 2 children 

 

Preschool and 3’s Class rates 

           8:45-11:45a.m.…….………………………………   $15.50 per child 

 

Before & After School Rates 
Effective on days that Holland Public School is in session.  Vacation days and conference days will be 

charged at the above rates. 

*****a minimum of 1 hour will be charged for children enrolled less than 1 hour before or after school. 

WE DO NOT OFFER CARE FOR SCHOOL-AGE CHILDREN 

WHEN HOLLAND PUBLIC SCHOOLS ARE CLOSED 

DUE TO INCLEMENT WEATHER,  

UNLESS PREVIOUSLY SIGNED UP FOR SNOW DAYS 

 

Hours:  6:30-8:00a.m. before school  3:00-5:30p.m. after school 

 

Registration Fee ……………..$25.00 due upon enrollment 

Hourly Rates:  Times may vary due to school schedule 

 $3.75…..1 child 

 $7.00…..2 children 

 $10.50…3 children 

 

Late Charges: 
A fee may be charged when children are dropped off earlier than their sign-in time or picked up later than 

their contracted times.  Fees are charged as follows: 

 5-10 minutes late or earlier than contracted time………..$2.00 

 Each additional 10 minutes early or late……………… ..$5.00 

 Late pick up after 5:30p.m.………………………………$5.00 first time 

                    $10.00 second time 

Payments 
1. Weekly bills will be given out on Friday. 

2. Fees are due by Wednesday of the following week. 

3. A late fee of $3.00 may be charged if checks are not received by Wednesday. 

4. A $20.00 charge may be made for any returned check. 


