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THE BOYS AND GIRLS CLUB OF BURLINGTON 

62 OAK STREET 

BURLINGTON, VT (802)864-5263 



The following staff manual has been put together to familiarize staff with the policies, philosophies and 

procedures of the Boys & Girls Club programs.  Familiarizing yourself with the following information is your 

responsibility and is a very important piece of your job.  All staff will be held accountable for knowing the 

information contained in this handbook. 
 

CLUB'S MISSION: To inspire youth to live as responsible community members. 
 

PHILOSOPHY 

Children need a safe, fun, and challenging environment during their time at the club where develop in a positive 

manner.  Your challenge is to offer age-appropriate activities which include social, physical, educational, 

creative and emotional opportunities for growth.   Use feedback from the kids in program planning.  They are 

the ones that pick what activities they’ll be doing.  

 

It is important to know, understand and agree to implement the philosophy of the Boys & Girls Club programs.  

It is a philosophy that we strongly believe in!  The separate components are part of the larger approach to 

school-age childcare that foster the emotional, physical and cognitive growth of each child.  These components 

include discipline, curriculum development, and communication.  These policies are geared to helping meet our 

goals of fostering each child's growth in a positive manner. 

 

DISCIPLINE POLICY 

Two basic premises of discipline are:  

1. Behaviors are bad, not children.  

 

2. Discipline should be a learning experience, not a humiliating one.   

 

Many discipline problems can be avoided if preventative discipline is incorporated into the program.  

Preventative discipline involves rules, informing children of the consequences of their choices, follow-through, 

consistency, humor, and redirection. 

 

Club rules encompass safety, respect, honesty, responsibility, and caring: safety of oneself and those around 

him/her, respect of other people and their property as well as materials and equipment, honesty to themselves 

and others, responsibility to follow rules, and caring for each other and our property Whenever possible, have 

the kids discuss and help develop rules.  Try to have a small number of simple rules and write them in a positive 

manner.  Post rules in an appropriate area so that children will easily see them. 

 

If a child is doing something inappropriate, ask the child what he/she is doing wrong and what the consequences 

of that behavior are.  Give them a chance to correct the behavior.  If not, the follow through with the 

consequences and be consistent.  Consequences should be relevant to the behavior and help the child become 

responsible for his/her actions in the future.  (For example: a child who colors on the wall needs to scrub it off, 

continually knocking over projects in the art area means the child may not be in the art area). 

 

It is expected that you take the first step in handing behavior issues in your area or activity.  If the child needs to 

take some time away from the activity it should first be done in your room or area before utilizing the resource 

room and the Behavior Specialist. 

 

Children are never to be embarrassed in front of others.  When discipline is required, do it privately and quietly.   

Either remove yourself from the situation or ask the other children to find something else to do.  Do not yell 

across the room to children, go over and speak quietly with them (yelling across the room is permissible in case 

of an emergency -- i.e.: a child about to hit another child on the head with a rock). 

 

When children get involved in conflicts with each other, give them a chance to work out problems on their own, 

unless it looks like someone is going to get hurt.  If you do have to interact, act as mediators, not as problem 



solvers.  Ask what happened, give each child the opportunity to talk about what happened and try to get the kids 

to come up with their own solutions.  Encourage cooperation. 

 

When a child has been hurt during a conflict, always comfort the injured child first, then mediate.  Do not 

reward aggressive behavior by attending to it first and do not make judgment calls on what preceded the 

aggressive act.  Never ask or force a child to apologize.  This teaches children that apologizing makes 

everything better, which it does not.  When a child refuses to apologize, the injured child additionally gets 

his/her feelings hurt and the apology becomes the issue instead of the altercation.  A no-win power play occurs 

between staff and child and the original dilemma remains unsolved. 

 

With all this preventative discipline and mediating happening, there will be little need for time out.    Time 

out is not a form of discipline.  It is a time for cool-down and gathering one's thoughts before addressing the 

problem.  When time out is used, it will be controlled.  It is to be of short duration and it will be followed up by 

a discussion of appropriate behaviors. 

 

In order to help children enter the group positively after being disciplined, it is nice to offer a comforting 

gesture.  This lets the child know you still care about and like him/her. 

 

CHARACTER DEVELOPMENT 

The 4 character development characteristics are: caring, honesty, respect, and responsibility. Emphasize 

these characteristics in all you do. We are role models for youth in many ways, from dress and language to 

attitude and manners.  It is through these character development traits that we can help youth reach the potential 

that we know is possible.  It’s your responsibility to ensure that the environment at the Club is one in which 

staff and children feel safe and respected, that we care and that we will be honest and responsible for our 

actions. Any child, or staff, who continuously show a lack of respect or caring for others through their words or 

actions, or refuse to be honest or responsible, may be asked to leave the program.  We ask parents to work with 

us in ensuring that each child understands the importance of these characteristics, and that this policy is for their 

benefit as well as others. 

 

PARENTAL INVOLVEMENT AND COMMUNICATION  
The involvement of the whole family in any program is imperative for it to be successful.  Look for any and 

every chance to incorporate parents into your programs.  We have an open door policy for parents.  They are 

welcome to come and visit their children or the site anytime they wish, without prior notice. 

 

It is important for parents to be informed about their child's experience.  Quite often when asked about the day, 

a child responds, "nothing" or "I played".  Please make sure you are available either at drop-off or pick-up time 

each day for parent interaction.  Additionally, you are asked to post curriculum and information for parents to 

see.  Parents will also be informed of any contagious illness to which their child might have been exposed. 

 

When parents pick up their children in the afternoon, it is important to be upbeat and to be able to relay at least 

one positive thing their child did or experienced that day. Stress the positive and try not to list all the little 

negative things that happened.  However, if a child was disciplined for any reason, a parent must be informed 

of the incident. 

 

Every employee who works in a Club program has a responsibility to the parents of the children that she/he 

cares for.  This responsibility consists of communicating with parents daily regarding their child(ren)'s 

experiences in the program.  Concerns and questions of parents must always be addressed in a clear, polite and 

professional manner.   If you are uncertain how to address a question or concern, please ask fellow staff.  

 

It is imperative that every parent is acknowledged by a counselor when they come in to pick up their child(ren).  

No parent should enter and leave a program without this acknowledgment.  Eye contact or a smile may be 

enough.   



 

SAFETY AND EMERGENCY POLICIES AND PROCEDURES 

The number one priority of our program is that children are safe at all times.  The following procedures 

have been developed with this priority in mind.  Please familiarize yourself with each of them. See 

additional emergency policies in Staff/Emergency Binder at front desk. 
 

Suspicion of Child Maltreatment: In the event a reported incident involves any employees or volunteer, the 

Program Director may at his/her discretion; suspend the person from all activities involving children.  

Suspension may be with pay until the person is cleared or allegations are proven.  Reinstatement of a staff 

person or program volunteer will occur only after all allegations have been cleared to the satisfaction of the 

Program Director and/or the investigating agency.  If allegations are proven, employment with the Club shall be 

terminated immediately. 

 

When a parent or guardian raises concerns involving staff maltreatment of a child: 

1. The staff or volunteer involved should inform the supervisor who then informs the Program or 

Executive Director. 

2. The staff or volunteer involved and the supervisor will complete an incident report stating his/her 

version of the incident. 

3. The supervisor and/or Executive Director will immediately contact a parent or guardian to discuss 

concerns. 

4. If discussions with a parent do not resolve the concerns, the involved parent will be asked to complete 

an incident report and SRS will be notified by the Executive Director. 

 

The Club requires that all staff attend a child abuse/maltreatment training.   

As a professional caregiver, you are expected to be aware at all times of your vulnerability to an accusation.  

Staff should always work in pairs and should not be alone with a child whenever possible. 

 

Pick-Up Policy: At the close of the program parents must leave with their child or the child may have written 

permission to walk home.  You must keep children with your group until a parent picks them up or you release 

the walkers at 5:50 (5:25-Summer Camp).  All members will sign in and out with Joyce at the front desk.  It is 

imperative that a staff person physically sees the individual pick up the child unless they are called on a walkie 

talkie.  Only those individuals who are on the child's application may pick the child up.  Until you are familiar 

with faces, please introduce yourself to anyone picking up a child.  In no instance may anyone who is not on 

the pick-up form pick a child up unless: 1) the parent has notified you or Joyce in writing or by phone that it is 

happening and 2) the child recognizes the individual picking him/her up.  If a child is very uncomfortable when 

being picked-up by any individual, do not release the child until the parent has been notified and has spoken 

with the child. 

 

Pick-Up Time Policy:  Afterschool ends at 6pm and Summer Camp ends at 5:30pm.  It’s our goal that the 

following policies will help to ensure all kids are gone by those respective times: 

 

1. All children must be picked-up no later than 6:00 pm (5:30pm-Summer Camp).  Monitor late pick-ups.  

If chronic lateness occurs, we notify parent that it may cause dismissal from the program. 

2. If, for any reason, a parent is not able to pick up his/her child by 6:00 p.m. (5:30pm-Summer Camp), we 

ask the parent to call us as soon as they can.  

3. If a child is not picked up by 6:15pm (5:45pm-Summer Camp) an emergency contact person is called.  

4. Children will only be released to those persons authorized to pick-up.  Any other person coming to pick-

up must have a note signed by the parent. 

 

Procedures for Injuries: If a child is injured, take whatever steps necessary to obtain emergency medical care.  

These steps may include, but are not limited to, the following: 

 



1. Administer appropriate first aid. 

2. Attempt to contact a parent or guardian. 

3. Attempt to contact a parent through any person listed on the application. 

 

If you cannot contact a parent/guardian or the situation warrants, please do one of the following:  Immediately 

make sure the Program Director is aware of the injury. 

 

1. Call an ambulance or paramedic. 

2. Have the child taken to an emergency hospital in the company of a staff member. 

 

No more than 24 hours after the injury, an accident report must be filled out and turned in to the 

Program Director.  These are completed whenever a child injures him/herself or is injured by another child.  

Parents should be notified of any injury incurred by their child, either by phone, by verbal notice at the end of 

the day or by a note.  Names of other children involved in an injury should not be discussed with the parents.  

Accident reports can be found at the front desk.  Accident reports must be put in the Program Director’s box 

within 24 hours.   If a serious injury occurs please notify the Program and Executive Directors immediately. 

 

Head Injuries: It is the policy of the Club that the following steps are taken for all head injuries. 

1. Administer appropriate first aid. 

2. Call parent to inform him/her of head injury. 

3. Check bump every ten minutes for the first hour. 

4. Check child for signs of a concussion for the remainder of the afternoon. 

 

Handling of Blood Spills:  Blood spills shall be treated cautiously and be decontaminated promptly.  

Disposable gloves will be worn while handling any blood spill, bleeding cuts, abrasions, bloody nose, etc., and 

discarded after each use.  Blood spill kits are available at the front desk to wipe up any surfaces contaminated 

by blood.  Handwashing with soap and water will occur after the cleaning of any spill involving a bodily 

secretion.  Whenever possible, please have the child clean up his or her own bloody noses and small wounds, 

with staff guidance. 

 

Illness: Children may not be in the program if they have a contagious illness, a high fever, vomiting, diarrhea, a 

bad cold, or other conditions stated in the State Regulations for Child Age Care Programs.  Parents will be 

called to come and get their child if they exhibit any of these symptoms.  Children who have runny noses, but 

otherwise are fine may attend the program. 

 

Administrating Medication: Medication which needs to be administered should:  

1. Be brought directly to Joyce at the Front Desk.  Joyce will store medication at the front desk. 

Joyce will let each staff member know if a child in their group has medication and when it should be 

administered.  It is the ultimate responsibility of the Program Director to ensure medication is given. Joyce 

will assist in ensuring medication needs are met. 

  

2. It should contain written instructions as to quantity, time for administration, name and phone number of the 

doctor, and any other directions.  Additionally, written clearance must be given to the Club to administer the 

medication.  Medicine release forms are part of the parent handbook. 

 

Emergency Evacuation Procedure:  Everyone present is responsible for knowing our emergency procedures 

for fire or emergency and following them through if needed. 

 

If an emergency occurs quickly and in an organized manor make your way with members in a line to the nearest 

exit.  Once outside, all members and staff should go directly to Roosevelt Park.  Each group will have a 

designated meeting area which will be discussed at staff meeting and shared during your group orientation.  A 



head count is to be taken and checked against the attendance roster.  All emergency numbers are on database 

on the computer and posted at the front desk.  

 

PROGRAM CONTENT 
Children who attend the Club's programs are given some choices in how to spend their time.  Each Group is 

responsible for making options available to children daily, which encompass varying degrees of activities and 

are appropriate for varying developmental ages.  The programs will be designed such that children are allowed 

to make their own choices and act independently, although there are also times they do not have a choice. 

            

Field Trips:  The Club's programs are designed to provide quality programing at a very low cost to parents.  

With this in mind, the majority of our field trips are local events - within walking distance or public areas.  We 

do have vans that can be utilized.  All trips will be planned in advanced and approved by Program Director.  We 

usually do not include additional fees for field trips as not all parents are in a position to afford them and it can 

create a feeling of inequity. See attached document for more specific fieldtrip/playground policy information. 

 

Outside Play: The children will have the option to go outside everyday, weather permitting.  Whenever a 

group leaves the area, the field trip form will be completely filled out and left with Joyce at the front desk.  If 

you are taking a van trip make a copy of the form and take it with you.  When playing on playgrounds, staff 

must spread out and interact with the children.  

 

Art: The majority of art projects will be open-ended and creative.  Even when a specific product is desired, 

(i.e., a boat), children should be encouraged to be creative and add individual touches of their own. 

 

Transitions: Special care will be taken to assure that transition times run as smoothly as possible, with a 

minimum of confusion and a minimum of waiting time for the children.  Children are made aware that a 

transition time is coming and are allowed time to finish up what they are doing before it occurs.  They are also 

to be told what is expected of them during the transition time and what will be happening afterwards.  Children 

should not be made to wait with nothing to do.   

 

Ratios: The BGC runs at a max of 1:13 ratio.  No single staff member may be in charge of more than 13 

children at one time.  Although many older members are mature and responsible, no members can be left alone, 

except for toileting. 

 

MISCELLANEOUS 
Pool Policies:  See attached for summer camp pool usage policies and procedures. 

 

Vans:  See attached for more specific van usage policies. 

 

Kitchen: See attached for specific kitchen use policy. 

 

Personal Appearance: All Club employees are expected to dress in an appropriate manner.  Shirts and shoes 

are required at all times.  Cut-off shirts and t-shirts with sayings that may be deemed offensive are not 

permissible at anytime.  Staff is expected to dress appropriately for the weather (be prepared to go outside 

everyday).  Staff needs to be a role model for the children.  It is expected that the staff will come to work in 

clothing that does not exclude them from participating in any activity (i.e. high heels, constricting clothing).  

Staff are expected to be neat and clean at all times. BGC Staff shirts must be worn on all field trips 

 

Smoking:  Smoking (of any kind) is not permitted at any time during program hours by staff or members.  If 

you smoke prior to coming to work, please ensure that you do not smell of smoke.  It is important to remember 

your role model status. 

 



Substance Abuse: Any employee found to be guilty of substance abuse during the hours that s/he is working 

for the Club, will be immediately dismissed.  If it is deemed that substance abuse outside of the hours of work is 

affecting the employee’s performance, this too will be grounds for dismissal. 

 

Staff Involvement with Families Outside of Work: The Club highly discourages staff from caring for 

program children outside of the Club (i.e. babysitting).  Doing so can cause burnout in staff and can put staff in 

vulnerable situations with regards to behavioral accusations. 

 

Confidentiality:  Any information on a child's application is confidential and for the information of staff only.  

This information may not be shared with anyone else unless permission is specifically given by the parent or 

guardian.  This pertains to behaviors and/or family situations of any child as well.  Remember that Burlington is 

a small town.  When out and about, if you are talking about work please do not use the names of children unless 

stating a positive encounter. All personnel issues and incident report information is confidential as well and may 

not be discussed outside of the Club's program. 

 

Professionalism:  Boys & Girls Club staff are expected to act as professionals at all times during the program 

hours.  This includes focusing solely on the children and not socializing with other assistant counselors/staff 

during work hours.  It is expected that all Boys & Girls Club staff will act in a manner that is deemed 

professional at all times.  It also expected that staff will be advocates for school-age children and for the 

advancement of child-care as a profession. 

 

Cell Phones: Cell phones or other similar devices should not be out for personal use during programming hours 

by staff or club members.  If a staff member needs to use their phone to make a call/message, they must first 

find coverage for their space/children, and then “step away” while using their phone.  Children are not allowed 

to use their phones while at the club.  

 

Late/Call Out:  If you are going to be late or need to call out of work you must CALL and speak with the 

Program Director directly.  This means you should have the club phone number, along with the Program 

Director’s phone number available to you at all times.  Do not text.  If you leave a message you must still 

follow up until you speak with Program Director, or the Executive Director if Program Director is unreachable.  


