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About Us 

Our community of trained and caring adults work together to provide a high-quality Club 
experience through positive relationships, the provision of a safe, fun and positive 

environment where unique opportunities to learn and grow are accessible, expectations 
success inspire success and personal growth is recognized. These key elements of positive 

youth development are embedded in everything from our intent based, outcome driven 
programming to summer programming and field trips. 

http://www.emeraldcoastbgc.org/


Afterschool Program – Ends 5.23.23 

Site: MONTCLAIR 
CLOSED, Not a 21st CCLC site for 2022.2023 

Program information call: 850.438.0996*4 

SUMMER PROGRAM 2023 DATES/TIMES 
Site: ENGLEWOOD (Oakcrest Elementary School Students only) 
2751 North H St. Pensacola, 32501   Phone: 850.438.0996*4 
6/5/2023-7/28/2023 
Club Hours: 12:30p-5p, Monday-Friday 

MEMBER EXPECTATIONS 

To ensure that programs operate safely, prove enjoyable, as well as create a fun environment for all, we 
ask that members follow these simple rules. 

1. Have fun 6. Clean up after yourself

2. Respect the Club, others and yourself 7. Obey all staff instructions

3. Walk inside the building 8. Report any problems to staff immediately

4. Keep hands and feet to yourself 9. Leave toys, games, radios, and similar items at home

5. Use proper and polite language 10. Wear appropriate attire to the Club and Club events

THE FOLLOWING ARE NOT PERMITTED 
1. Profanity
2. Fighting
3. Misuse of equipment, supplies, facility, vehicles, etc. (Parents may be held responsible for
replacement or repair of damaged equipment)
4. Disrespect towards staff/members/volunteers/etc.
5. Alcohol, tobacco, or other drugs
6. Unsportsmanlike conduct
7. Inappropriate attire (for safety reasons, including sandals, sagging clothes or inappropriate
messages)
8. Weapons of any type
9. Medication will not be given to Club Members by Club Staff. Parents will need to come to the
Club to administer medication. Inhalers or epi-pens will be allowed to be kept at the Club but they must
be kept in the front office and there must be a signed medical authorization form on file. No other
medication, other than Inhalers and Epi-pens can be stored at the Club or given to Club Staff to
hold.

DISCIPLINARY ACTION 
1st Offense: Verbal warning 

2nd Offense: Age-Appropriate time-out 

3rd Offense: Staff/Child/Director and/or parent conference – Incident Report/Disciplinary Write Up 

4th Offense: Suspension. Club Director determines length of suspension and informs parent. 
  NOTE: Some offenses may result in immediate suspension or termination of membership. 



FREQUENTLY ASKED QUESTIONS 
 
 
1. How do I pay for registration and summer fees?  
    There are no registration and summer fees for participants of the 21st CCLC program. 

2. How do I sign up and pay for field trips? 

    There are no fees for participants to attend 21st CCLC program field trips. 
 

3. What does my child do with his/her “stuff”? 
 THE CLUB IS NOT RESPONSIBLE for lost or stolen personal articles. Staff is unable to hold for safekeeping any 

money or other objects. Open cubbies or lockers are provided in some Clubs. Please label everything your child 
brings to the Club. Toys, games, radios, jewelry and similar items should be left at home. 

 
4. What do I do if my child has a problem or if I have a question? 
 Please call the Club, or see the Director as soon as possible, preferably the same day that an incident occurs. We 

want to correct any misunderstandings and ensure prompt corrective action while all the facts are still fresh in our 
minds. After-hour messages may be left on the Club’s voicemail. In-person follow up is always encouraged.  

 
5. What is the sign in/sign out policy and child walk home policy? 

All Members must sign in and out of the Club. Anyone picking up a child must be listed on the membership application 
and sign member out. Contacts AUTHORIZED TO PICK UP Club Members must at least be SIXTEEN years of age. 
Permission to walk home must also be designated on the membership application. A parent permission form must be 
completed and on file at the Club for each child who is allowed to walk home. Walk home permission only applies to 
youth that are twelve years of age or older. 
 

6. Help, I am running late. What do I do? 
If you are running late, please call the Club so the staff can reassure your child that you are on your way. If the child 
remains after the posted closing time, the staff will contact the emergency numbers. If this is an ongoing problem, the 
child’s enrollment in the Club may be suspended or terminated. 
 

7. Will lunch be provided for my child? 
 Lunch is provided at some of our Clubs, please check with your Club Director.  Kitchen facilities, including 

refrigerators and microwaves, are not available for Member use. Staff are not responsible, or permitted to store Club 
Members’ Meals/snacks in a refrigerator, or heat up any Club Members’ meals/snacks. 

 
8. Why do some Clubs operate differently? 
 Our Clubs are located in different demographical areas in which we seek to best and most appropriately provide for 

the needs of the communities we serve.  
 

 
 

IMPORTANT NOTES: 
If the threat of severe weather or hazardous situations closes public schools or Governmental offices,  

The Boys & Girls Clubs will also strongly consider closure. 
Call or check our website, EmeraldCoastBGC.org, our Facebook page, Facebook.com/BGCEC, your Clubs’ 

REMIND App or local media for details. 
 
 
 



CODE OF CONDUCT 
The “Code of Conduct” consists of discipline guidelines assigned to assist program staff in helping 
to ensure a safe and positive Club environment for all. 
 

This policy is divided into three disciplinary areas to reflect the severity of misconduct.  Under all 
circumstances, all involved parties will be considered individually and determinations made, in light 
of all facts found. Past incidents of misconduct (occurring in prior afterschool and or summer 
program seasons) may be considered in disciplinary decisions. All Club members and visitors are 
expected to follow Club procedures and rules and honor the Code of Conduct. 

 
** Although each tier of offense has guidelines for disciplinary measures, the 

decision is ultimately at the discretion of the Director** 
 

MINOR OFFENSE: 
Prohibited behaviors include, but are not limited to: 
A. Being in the office or behind the front counter without permission 
B. Misuse of equipment: throwing equipment, banging pool sticks or paddles on tables, unintended 

use of Club and or office furniture such as jumping, sitting or standing on tables and furniture 
etc. 

C. Running anywhere in the building except for the gym 
D. Disturbing programming areas or groups   
E. Using the phones without permission 
F. Not following directions 
G. Unsportsmanlike conduct 
H. Inappropriate attire (including sandals, sagging, or revealing clothing) 
Guidelines for disciplinary measures for – Minor Offense 
▪ 1st  occurrence – verbal redirection of member 
▪ 2nd occurrence – verbal redirection and appropriate consequence 
▪ 3rd occurrence – verbal redirection, appropriate consequence, and notify parents 
▪ 4th occurrence – one-day suspension, 5th – two-day suspension, 6th – three-day suspension 
 

INTERMEDIATE OFFENSE:  
Prohibited behaviors include, but are not limited to: 
A. Refusing to follow directions as instructed by a Club staff member or assigned volunteer 
B. Violating safety rules such as; throwing objects, playing on bleachers, pushing etc. 
C. Name calling, use of racial slurs, inappropriate language or obscene gestures (5-8 year olds) 
D. Leaving assigned group or area without permission  
Guidelines for disciplinary measures for – Intermediate Offense 
▪ 1st occurrence – verbal redirection and appropriate consequence  
▪ 2nd occurrence – verbal redirection, appropriate consequence and notify parents 
▪ 3rd occurrence –  one-day suspension 
▪ 4th occurrence – two-day suspension, 5th – three-day suspension, 6th – one week suspension 
 

MAJOR OFFENSE: 
Prohibited behaviors include, but are not limited to: 
A. Being disrespectful to Club staff or volunteers  
B. Use of any defamatory, abusive, profane, threatening, offensive language, or obscene gestures 

(9-18+ year olds) 
C. Threats of Violence (management reserves the right based on the severity of the incident, to 

change or modify disciplinary action measures as they see fit) 
D. Provoking or instigating a fight on Club property, during Club events and field trips 
E. Physically striking, fighting, spitting or biting another person  



F. Stealing, misusing, destroying, vandalizing/damaging property (equipment, items belonging to 
another person) 

G. Deliberately putting hands on another Club member 
H. Leaving premises without parent or staff permission  
I. Alcohol, tobacco, or other drugs 
J. Bringing weapons of any kind 
K. Any Behavioral issues on Club Vehicle Transportation Routes.  
Guidelines for disciplinary measures for – Major Offense 
▪ 1st occurrence – one-day suspension 
▪ 2nd occurrence – one-week suspension, parent(s) must meet with Club Management prior to returning 

▪ 3rd occurrence – expulsion from program  
 

Miscellaneous Rules 
▪ Timeouts will take place in designated safe and age appropriate spaces under the supervision 

of Club staff. 
▪ A suspended member is not allowed to participate in any Club activities for duration of the 

suspension. 
▪ Any other behavior of a more private/serious nature will result in an immediate meeting with 

parents and the Club Director/Program Director, to discuss incident and resolution. 
Lice 
▪ Members who have lice (eggs, nits, bugs) will not be allowed to attend the Club until cleared by 

the Club Director.  If a child is at the Club with any evidence of lice, parent(s) will be notified and 
required to remove the child. The child may not return until properly treated and cleared by the 
Director.  

Club Service 
▪ Club service will include picking up in or around the Club, sweeping or other minor 

housekeeping projects.  Staff will provide gloves and supplies when needed for grounds 
keeping. Time served by members is tracked for Club and Community Service. 

Field Trips 
▪ Field trips are a privilege.  The Code of Conduct extends to include behavior on all field trips.  

This privilege may be revoked for failure to honor any part of the Code of Conduct. 
Restroom Policy 
▪ The Boys & Girls Clubs of the Emerald Coast is committed to providing a safe environment and 

enforces the following restroom policy for members, staff, volunteers and other adults. 
Restrooms shall be regularly monitored by designated staff at a schedule set by Club 
leadership. Monitoring includes walk-throughs and inspections at designated times throughout 
the day. Club Staff enforce a “One Member in the restroom at a time” standard.  

 
 

If you have any questions regarding the Boys & Girls 
Clubs of the Emerald Coast’s Code of Conduct, please 

reach out to Club Leadership. 
 
 
 

 

 

 
  



 
 

 
 

 
 

 

For additional inform
ation, please visit

w
w

w
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yflfam
ilies.com

/childcare 
or contact your local licensing office.

This brochure w
as created by the 

D
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ent of C
hildren and Fam

ilies in 
consultation w

ith the D
epartm

ent of H
ealth.
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Parent’s Role

A
 parent’s role in quality child care is vital:

• Inquire about the qualifications and experience  
 

of child care staff, as w
ell as staff turnover.

• K
now

 the facility’s policies and procedures.
• C

om
m

unicate directly w
ith caregivers.

• V
isit and observe the facility.

• Participate in special activities, m
eetings, and   

 
conferences.

• Talk to your child about their daily experiences  
 

in child care.
• A

rrange alternate care for your child w
hen  

 
 

they are sick.
• Fam

iliarize yourself w
ith the child care  

 
 

standards used to license the child care facility.

Q
uality Child Care

Q
uality child care offers healthy, social, and  

educational experiences under qualified supervision 
in a safe, nurturing, and stim

ulating environm
ent.  

C
hildren in these settings participate in daily,  

age-appropriate activities that help develop essential 
skills, build independence and instill self-respect. 
W

hen evaluating the quality of a child care setting, 
you should consider the facility’s quality indicators 
related to activities, caregivers, and environm

ent.

Q
uality A

ctivities

• A
ctivities are children initiated and teacher faciliated.

• A
ctivities include social exchanges w

ith all children.

Q
uality Caregivers

• C
aregivers are friendly and eager to care for children.

• C
aregivers accept fam

ily cultural and ethnic differences.

Q
uality Environm

ents

• Environm
ents are clean, safe, inviting, confortable,  

 
and child-friendly.

• Environm
ents provide easy access to  

 
 

 
age-appropriate toys.

http://www.myflfamilies.com/childcare
http://www.myflfamilies.com/childcare
http://www.myflfamilies.com/childcare


Training Requirem
ents

• 40-hour introductory child care training.
• 10-hour in-service training annually.
• 0.5 continuing education unit of approved  

 
 

training or 5 clock hours of training in early 
 

 
literacy and language developm

ent.
• D

irector C
redential for all facility directors.

Food and N
utrition

Post a m
eal and snack m

enu that provides daily 
nutritional needs of the children (if m

eals are provided).

Record Keeping

M
aintain accurate records that include:

• C
hildren’s health exam

/im
m

unization record.
• M

edication records.
• Enrollm

ent inform
ation.

• Personnel records.
• D

aily attendance.
• A

ccidents and incidents.
• Parental perm

ission for field trips and  
 

 
adm

inistration of m
edications.

Physical Environm
ent

• M
aintain sufficient usable indoor floor space for  

 
playing, w

orking, and napping.
• Provide space that is clean and free of litter and  

 
other hazards.

• Provide sufficient outdoor play area.
• M

aintain sufficient lighting and inside tem
peratures.

• Equipped w
ith age and developm

entally  
 

 
appropriate toys.

• Provide appropriate bathroom
 facilities and other  

 
furnishings.

• Provide isolation area for children w
ho becom

e ill.
• Practice proper hand w

ashing, toileting, and  
 

 
diapering activities.

A
ge of Child

Infant
1 year old
2 year old
3 year old
4 year old
5 year old and up

Ratios

Child: Teacher Ratio
4:1
6:1
11:1
15:1
20:1
25:1

Every licensed child care facility m
ust m

eet the 
m

inim
um

 state child care licensing standards 
pursuant to s. 402.305, F.S., and ch. 65C-22, F.A.C., 
which include, but are not lim

ited to, the following:

• Valid license posted for parents to see.
• A

ll staff appropriately screened.
• M

aintain appropriate transportation practices  
 

(if transportation is provided).
• Provide parents w

ith w
ritten disciplinary and  

 
expulsion practices used by the facility.

• Provide access to the facility during norm
al hours  

 
of operation.

• M
aintain m

inim
um

 staff-to-child ratios.

H
ealth Related Requirem

ents

Em
ergency procedures that include:

• Posting Florida A
buse H

otline num
ber along  

 
w

ith other em
ergency num

bers.
• Staff trained in first aid and pediatric cardiopulm

onary  
 

resuscitation (C
PR) on the prem

ises at all tim
es.

• Fully stocked first aid kit.
• A

 w
orking fire extinguisher and docum

ented  
 

m
onthly fire drills w

ith children and staff.
• M

edication and hazardous m
aterials are  

 
 

inaccessible and out of children’s reach.

K
now

 Yo
ur Ch

ild
 Care Facility - G

eneral R
eq

uirem
ents

To report suspected
 or actual cases of child 

abuse or neglect, call the 
Florida A

buse H
otline 

1.800.962.2873
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 yo
ur lo

cal licensing
 o

ffice.

TH
E FLU

A
 G

uide for Parents

This b
ro

chure w
as created

 b
y the 

D
ep

artm
ent o

f C
hild

ren and
 Fam

ilies in 
co

nsultatio
n w

ith the D
ep

artm
ent o

f H
ealth.

W
hat is the influenza (flu) virus?

Influenza (“the flu”) is caused
 b

y a virus w
hich

infects the no
se, thro

at, and
 lung

s. A
cco

rd
ing

 to
the U

S C
enters fo

r D
isease C

o
ntro

l and
 Preventio

n
(C

D
C

), the flu is m
o

re d
ang

ero
us than the co

m
m

o
n

co
ld

 fo
r child

ren. U
nlike the co

m
m

o
n co

ld
, the

flu can cause severe illness and
 life threatening

co
m

p
licatio

ns in m
any p

eo
p

le. C
hild

ren und
er 5 w

ho
 

have the flu co
m

m
o

nly need
 m

ed
ical care. 

Severe flu co
m

p
licatio

ns are m
o

st co
m

m
o

n in 
child

ren yo
ung

er than 2 years o
ld

. Flu seaso
n can 

b
eg

in as early as O
cto

b
er and

 last as late as M
ay.

H
ow

 can I tell if m
y child has 

a cold,or the flu?
M

o
st p

eo
p

le w
ith the flu feel tired

 and
 have fever,

head
ache, d

ry co
ug

h, so
re thro

at, runny o
r stuffy

no
se, and

 so
re m

uscles. So
m

e p
eo

p
le, esp

ecially
child

ren, m
ay also

 have sto
m

ach p
ro

b
lem

s and
d

iarrhea. B
ecause the flu and

 co
ld

s have sim
ilar

sym
p

to
m

s, it can b
e d

ifficult to
 tell the d

ifference
b

etw
een them

 b
ased

 o
n sym

p
to

m
s alo

ne. In
g

eneral, the flu is w
o

rse than the co
m

m
o

n co
ld

,
and

 sym
p

to
m

s such as fever, b
o

d
y aches, extrem

e
tired

ness, and
 d

ry co
ug

h are m
o

re co
m

m
o

n and
intense. Peo

p
le w

ith co
ld

s are m
o

re likely to
 have a

runny o
r stuffy no

se. C
o

ld
s g

enerally d
o

 no
t result

in serio
us health p

ro
b

lem
s, such as p

neum
o

nia,
b

acterial infectio
ns, o

r ho
sp

italizatio
ns.

http://www.myflfamilies.com/childcare%20


W
hat can I do to prevent the spread 

of germ
s?

The m
ain w

ay that the flu sp
read

s is in resp
iratory d

rop
-

lets from
 coug

hing
 and

 sneezing
. This can hap

p
en w

hen 
d

rop
lets from

 a coug
h or sneeze of an infected

 p
erson 

are p
rop

elled
 throug

h the air and
 infect som

eone near-
b

y. Thoug
h m

uch less freq
uent, the flu m

ay also sp
read

 
throug

h ind
irect contact w

ith contam
inated

 hand
s and

 
articles soiled

 w
ith nose and

 throat secretions. 

To prevent the spread of germ
s:

• W
ash hand

s o
ften w

ith so
ap

 and
 w

ater.

• C
o

ver m
o

uth/no
se d

uring
 co

ug
hs and

   
 

   sneezes. If yo
u d

o
n’t have a tissue, co

ug
h o

r 
   sneeze into

 yo
ur up

p
er sleeve, no

t yo
ur hand

s.

• Lim
it co

ntact w
ith p

eo
p

le w
ho

 sho
w

 sig
ns o

f illness.

• K
eep

 hand
s aw

ay fro
m

 the face. G
erm

s are o
ften  

   sp
read

 w
hen a p

erso
n to

uches so
m

ething
 that is  

   co
ntam

inated
 w

ith g
erm

s and
 then to

uches his o
r  

   her eyes, no
se, o

r m
o

uth.

W
hen should m

y child stay hom
e 

from
 child care?

A
 p

erso
n m

ay b
e co

ntag
io

us and
 ab

le to
 sp

read
the virus fro

m
 1 d

ay b
efo

re sho
w

ing
 sym

p
to

m
s

to
 up

 to
 5 d

ays after g
etting

 sick. The tim
e fram

e
co

uld
 b

e lo
ng

er in child
ren and

 in p
eo

p
le w

ho
 d

o
n’t

fig
ht d

isease w
ell (p

eo
p

le w
ith w

eakened
 im

m
une

system
s). W

hen sick, yo
ur child

 sho
uld

 stay at ho
m

e
to

 rest and
 to

 avo
id

 g
iving

 the flu to
 o

ther child
ren 

and
 sho

uld
 no

t return to
 child

 care o
r o

ther g
ro

up
 

setting
s until his o

r her tem
p

erature has b
een no

rm
al 

and
 has b

een sig
n and

 sym
p

to
m

 free fo
r a p

erio
d

 o
f 

24 ho
urs.

W
hat should I do if m

y child
gets sick?
C

o
nsult yo

ur d
o

cto
r and

 m
ake sure yo

ur child
 g

ets
p

lenty o
f rest and

 d
rinks a lo

t o
f fluid

s. N
ever g

ive
asp

irin o
r m

ed
icine that has asp

irin in it to
 child

ren
o

r teenag
ers w

ho
 m

ay have the flu.

Call or take your child to a
doctor right aw

ay if your child:
• H

as a hig
h fever o

r fever that lasts a lo
ng

 tim
e

• H
as tro

ub
le b

reathing
 o

r b
reathes fast

• H
as skin that lo

o
ks b

lue
• Is no

t d
rinking

 eno
ug

h
• Seem

s co
nfused

, w
ill no

t w
ake up

, d
o

es no
t

   w
ant to

 b
e held

, o
r has seizures (unco

ntro
lled

   shaking
)

• G
ets b

etter b
ut then w

o
rse ag

ain
• H

as o
ther co

nd
itio

ns (like heart o
r lung

   d
isease, d

iab
etes) that g

et w
o

rse

H
ow

 can I protect m
y 

child from
 the flu?

A
 flu vaccine is the b

est w
ay to

 p
ro

tect ag
ainst the 

flu. B
ecause the flu virus chang

es year to
 year, 

annual vaccinatio
n ag

ainst the flu is reco
m

m
end

ed
. 

The C
D

C
 reco

m
m

end
s that all child

ren fro
m

 the 
ag

es o
f 6 m

o
nths up

 to
 their 19th b

irthd
ay receive 

a flu vaccine every fall o
r w

inter (child
ren receiving

 
a vaccine fo

r the first tim
e req

uire tw
o

 d
o

ses). 
Yo

u also
 can p

ro
tect yo

ur child
 b

y receiving
 a flu 

vaccine yo
urself.

D
uring

 the 2009 leg
islative session, a new

 law
 w

as 
p

assed
 that req

uires child
 care facilities, fam

ily d
ay 

care hom
es and

 larg
e fam

ily child
 care hom

es p
ro-

vid
e p

arents w
ith inform

ation d
etailing

 the causes, 
sym

p
tom

s, and
 transm

ission of the influenza virus 
(the flu) every year d

uring
 A

ug
ust and

 Sep
tem

b
er.

For additional helpful inform
ation about the dangers of the flu and how

 to protect your child, 
visit: w

w
w

.cdc.gov/flu/ or w
w

w
.im

m
unizeflorida.org/

!

http://www.cdc.gov/flu/
http://www.immunizeflorida.org/
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This b
ro

chure w
as created

 b
y the 

D
ep

artm
ent o
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ren and
 Fam
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ith the D
ep

artm
ent o

f H
ealth.

A
 change in daily routine,

lack of sleep, stress, 
fatigue, cell phone use, and 
sim

ple distractions are som
e 

things parents experience and 
can be contributing factors as 
to w

hy children have been left
unknow

ingly in vehicles...

http://www.myflfamilies.com/childcare


• N
ever leave your child alone in a car and call 911 if 

you see any child locked in a car!

• M
ake a habit of checking the front and back seat 

of the car before you w
alk aw

ay.

• Be especially m
indful during hectic or busy tim

es, 
schedule or route changes, and periods of  

 
em

otional stress or chaos.

• Create rem
inders by putting som

ething in the 
back seat that you w

ill need at w
ork, school or 

hom
e such as a briefcase, purse, cell phone or  

your left shoe.

• K
eep a stuffed anim

al in the baby’s car seat and 
place it on the front seat as a rem

inder w
hen the 

baby is in the back seat.

• Set a calendar rem
inder on your electronic   

device to m
ake sure you dropped your child off  

at child care.

• M
ake it a routine to alw

ays notify your child’s child 
care provider in advance if your child is going to be 
late or absent; ask them

 to contact you if your child 
hasn’t arrived as scheduled.

D
uring

 the 2018 leg
islative session, a new

 law
 w

as p
assed

 that req
uires child

 care facilities, fam
ily d

ay care 
hom

es and
 larg

e fam
ily child

 care hom
es to p

rovid
e p

arents, d
uring

 the m
onths of A

p
ril and

 Sep
tem

b
er each 

year, w
ith inform

ation reg
ard

ing
 the p

otential for d
istracted

 ad
ults to fail to d

rop
 off a child

 at the facility/
hom

e and
 instead

 leave them
 in the ad

ult’s vehicle up
on arrival at the ad

ult’s d
estination.

Facts A
bout 

H
eatstroke:

D
istraction Prevention Tips:

It only takes a car 10 m
inutes 

to heat up 20 degrees and 
becom

e deadly.  

Even w
ith a w

indow
 cracked, 

the tem
perature inside a 

vehicle can cause heatstroke.

The body tem
perature of a 

child increases 3 to 5 tim
es 

faster than an adult’s body.
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