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Withdrawal/Termination of Enrollment
In order to withdraw your child from care, you must provide
the center a written notice two weeks in advance to your
child's last day of care to avoid penalty fees.
Penalty fees assessed would be required weekly/bimonthly
fees prorated as necessary for the two weeks.
Refunds and/or credits will not be given for days missed by
illness, down days, disciplinary suspensions, federal holidays,
or days in which the base is closed and civilian staff are
given administrative leave.
Continued abuse of child development center policies
may result in removal of your child from the program.
If the spouse becomes unemployed or loses regular full-time
status once the child is enrolled, the spouse will have
60 days to obtain new employment before childcare will be
terminated if there are working parents
on the waiting list. Parents must provide written
notification of withdrawal two weeks in advance
to avoid penalty.

On Ellsworth AFB:
Child Development Center • Holbrook Library
Bandit Lanes Recreation Center • Community Center
HAWC and Fitness Center • Family Advocacy
EAFB Drug Demand Reduction • MFLCs

In the Community:
SD Parent Connection • The Dahl Fine Arts Center • United Way
The Journey Museum • Red Cross • 4-H
Behavior Managements Systems • Birth to Three Connections
Big Brothers Big Sisters • Boy Scouts/Girl Scouts
Career Learning Center • Lifescape
Early Childhood Connections
RC Parks and Rec/Outdoor Campus West
SD Operation Military Kids • Operation Homefront
Youth and Family Services • YMCA
NAU, Black Hills State, SDSMT (Universities)
Autism Society of the Black Hills • Behavior Care Specialists
Black Hills Workshop • Special Olympics Society of the Black Hills
Suncatcher Riding Academy
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School Age
Care
Parent Handbook

The U.S. Department of Agriculture prohibits discrimination against
its customers, employers, and applicants for employment on the
bases of race, color, national origin, age, disability, sex, gender
identity, religion, reprisal, and where applicable, political beliefs,
marital status, familial or parental status, sexual orientation, or all
or part of an individual’s income is derived from any public
assistance program, or protected genetic information in
employment or in any program or activity conducted or funded by
the Department. (Not all prohibited bases will apply to all programs
and/or employment activities.)
If you wish to file a Civil Rights program complaint of discrimination,
complete the USDA Program Discrimination Complaint Form, found
online at http://www.ascr.usda.gov/complaintfilingcust.html, or at
any USDA office, or call (866) 632-9992 to request the form. You
may also write a letter containing all of the information requested in
the form. Send your completed complaint form or letter to us by
mail at:
U.S. Department of Agriculture, Director, Office of Adjudication,
1400
Independence Avenue, S.W. Washington, D.C. 20250-9410,
by fax (202)690-7442
or email at: program.intake@usda.gov
Individuals who are deaf, hard of hearing or have speech
disabilities may contact the USDA through the Federal Relay Service
at (800)877-8339; or (800)845-6136 (Spanish) USDA is an equal
opportunity provider and employer.

Ellsworth Air Force Base
Youth Center
1679 Ellsworth Street
Phone: 385-2277

Our Goals
l

l

l

l

l

l

l

To Provide school-age care which enhances or reinforces lifelong leisure skills,
academic progress, avocations and interests to promote individual
development for each child.
To foster resilient, self-sufficient children, youth and families and enhance
military readiness, by providing appropriate guidance, promoting positive
attitudes and enhancing or reinforcing self-worth.
To help participatiung children develop self-confidence and the ability to get
along with others, to promote teamwork skills and to assist in building physical
and recreational skills
To offer age-appropriate activities that builds upon children’s interests and
ensures children’s safety.
To create a supportive environment in which children can develop
independence and life-skills.
To provide activities and guidance which promotes responsibility and concern
for others.
To maintain an atmosphere which encourages flexibility and allows for
children’s freedom of choice within age-appropriate guidelines.

Hours of Operation
Monday - Friday

A child may return when:
Fever has been absent for 24
hours.
Nausea, vomiting or diarrhea has
subsided for 24 hours.
Four to eight doses of antibiotic
have been given more than 24-48
hours for known strep infection.
Child feels well enough to
participate in SA activities.
Chicken pox lesions are crusted,
usually five to seven days after
onset
Scabies is under treatment

Release of Children
Children must be signed in and out of
the program daily. Parents will need
to sign a child in and out on the group
leader list. A space is provided on the
registration form (AF form 1181) so
you may designate in writing adults
who may sign your child in and out.
You may not have anyone younger
than 14 designated to sign in and out.
The SA staff would like to remind
parents that the safety of the children
in our care is our primary concern. If
supervisors suspect a parent or
guardian is under the influence of
drugs or alcohol, they are required to
notify security.

Absences
If your child will not be attending the
after school program, you will need to
call and notify the staff. When a child
does not arrive before or after school,
as requested in your contract when
signing up for the program, the staff
will contact the parents.

Down Days

0615-1730

0700-1700

Exercises

Payment Office

Family Orientation

M-Th 0800-1730
F 0800-1700

At the time of enrollment all parents
are provided a copy or our handbook.
All families are given an orientation
tour of our program and facility before
that child may attend their first day of
our program. The orientation is given
by the School-Age Coordinator or one
of the School-Age Leader Supervisors.

.

0545-1900

Closed Federal Holidays

School Age Care Phone 385-2282
Youth Center Phone 385-2277
Youth Center DSN 675-2277
We offer a fun filled Summer Day Camp Program.
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Health

-

The staff can administer medication.
You must complete a medication
permission form (AD form 1055) on a
daily basis to permit the staff to
dispense medication. All medications
will be locked up and all medications
must have doctor's prescription.
Parents may administer medications
for acute or short-term illnesses.
Children may not keep medication in
their lunch, purse, jacket, etc. Children
will not be accepted in to the program
with the following conditions:
Vomiting
Fever (101 degrees Fahrenheit)
Diarrhea
Complaining of severe stomach
pains or headaches
Impetigo; red, oozing erosion
capped with a golden yellow crust
that appears “stuck on”
Scabies; crusted wavy ridges and
tunnels in the webs of fingers,
hands, wrist and trunk

-

-

Ringworm; flat, spreading, ringshaped lesions
Chicken pox; crops of small
blisters on a red base that
becomes cloudy and crusted in
two to four days.
Head lice; nits (white dots)
attached to the hair shafts
Children with contagious diseases

Children sent home from school or not
in attendance at school because of
health reasons will not be accepted
for care. Children with broken bones
should have doctor's approval before
they will be allowed to participate in
physical activities.

Readmission Requirements
Children may be readmitted to the
program only when their presence will
not endanger the health of other
children.

A child may return when:
-

Fever has been absent for 24
hours.

Child and Youth Mission Statement
To assist DOD military and civilian personnel in balancing the competing
demands of the accomplishment of the DOD mission and family life by managing
and delivering a system of quality, available, and affordable programs and
services for eligible children and youth through 18 years of age.

School Age Care
Philosophy

Eligibility

Our resourceful caring staff provide a program
tailored to meet all aspects of developmental
characteristics and needs of the customers we
serve. We believe both mixed age groupings
and same age groupings determine the
development of peer relations and social skills.
We create an environment to accommodate
individuals, small groups and large groups with
a wide variety of activities and experience to
foster positive self-concept, self selection,
creativity, cognitive growth and physical
development. Our positive guidance and
discipline techniques help people achieve selfcontrol and work toward acceptable behavior.
Mission Statement: To provide a stimulating
setting where children can explore, develop, and
learn in a safe and secure environment at their
own pace.

The School Age (SA) Care provides
supervision and developmentally appropriate
experiences for children 5-12 years old. The
program takes place before and after school, on
school holidays, snow days, and summer
vacation. Priority is given to active duty military
and civilian employees of Ellsworth AFB who are
single, have a working spouse or has a spouse
who is a full time student. Dependents of active
duty military and Department of Defense (DoD)
civilians may use the SA program in accordance
with AF policy. Other patrons may be those with
a power of attorney for a child who qualifies for
the SA program. Care of children with physical
or mental disabilities, or children requiring
special diets, special procedures or other
special attention must be approved by the Youth
Activities (YA) medical advisor.

Special needs is defined as those children with conditions that require services beyond those usually
necessary to promote growth and development. This includes, but is not limited to, children with
speech problems, developmental delays, physical handicaps, ADD or ADHD and medical problems
that require additional supervision. Children with special needs are welcome in the School-Age Care
within the parameters of facility and staffing requirements.
A child with health problems or handicaps will be admitted to the program with the written
concurrence of the base medical advisor. A written plan of care will be developed jointly by medical
personnel, special education and School-Age Care staff. In order to maximize services for your child
we ask that you personally request your child's School-Age Care teacher be included in IEP (Individual
Education Plan) team meetings at your child's school.
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Emergency Procedures

Registration

Fees
Regular Fees: Regular weekly

To register your child you must
complete the Ellsworth AFB School
Age Program Contract and the Youth
Flight Program Patron Registration (AF
Form 1181). You must provide a copy
of your child's immunization records, a
statement as to when your child had
chicken pox or the chicken pox vaccine
(Varicella) and register on
MilitaryChildCare.com (MCC)

contract fees are based on total family
income. Application for DoD Child
Care Fees (AF form 2652) must be on
file. When signing up for the program
applicants are required to bring in pay
statements to verify income.
Bus fees: $30 per month, during
school year

Fire: When the alarm sounds or a fire
is spotted, evacuation of the building
will occur. Everyone will meet at the
grassy area on the other side of the YC
building, south of the parking lot.

Late Fees: There will be a $5 fee for

Disaster Preparedness: In case of
disaster, building 7709, the Bellamy
Fitness Center, is the protective shelter
for our building.

every five minute period after the 5:30
p.m. closing. During exercises there
will be an hourly fee assessed before
6:15 a.m. and after 5:30 p.m. The
hourly fee is $4 per hour for drop in
care.

Waiting List
When the program is filled to capacity,
the YC director will maintain a current
list of people waiting to enroll in the
program. A DoD form 2606 will be
kept on file for these applicants.

Waivers: The program coordinator
can not waive posted fees. Written
requests for refunds or waivers may
be addressed to the YC director. If
your reason for being late is duty
related, please include your
supervisor's signature in your request.
Requests will be routed through
proper channels and the base
commander approves or disapproves
the waiver.

Weekly Care
Contracts reserve space for the full
week. No cash refunds will be given.
Weekly rates will only be prorated with
a written doctor's excuse for healthrelated absences or emergency leave.
The patron must understand that in
the event of their absence they will be
responsible for paying for the time
reserved and not the actual time
spent at the program. Patrons no
longer requiring this service must give
a two week written notice. (For
example: If you wish to remove your
child permanently or you will be on
vacation for a short period, you must
give written notice, emailed to our
front desk clerks or verbally let the
front desk clerks know) Payment is
due at the beginning of each week or
bimonthly depending on which pay
schedule you choose. Care will be
denied if payment is not received by
your contracted payment schedule.

Receipts: Please keep your receipts.
At the end of the year, you will get a
receipt with your total spent as well as
our tax identification number.
AFGSC Family Days:
Our program is CLOSED on all AFGSC
Family Days. You will not be charged
for AFGSC Family Days. Additionally,
we will be closed on all Federal
Holidays.

Scheduled & Unscheduled
Openings, Delays & Closings
The program will offer care on school
holidays (For example: Christmas
break, in-service days, teacher
conferences and snow days.) You will
be billed appropriately for this extra
time. Lunch will be served during all
day care. Early dismissals will be at
the hourly charge for your income
level before 3 p.m.

Tornado Alerts: Our protection area is
the computer room or snack bar.

The program is not available when the
base is closed due to weather, when
other unforeseen events occur (For
example: heating failure and water
breaks) The staff will make every
effort to notify you as soon as
possible. We are classified as a TC 2.
When the SAC program is closed due
to weather, a credit will not be issued.

Child Abuse and Neglect
To report suspected child abuse
allegations please call the family
advocacy officer at 385-3660. The
DoD child abuse and safety hot line is
1-877-790-1197

Child Abuse Prevention
Every measure is taken to assure the
safety of your children. The following
procedures will be followed:
Rooms will be monitored by
closed circuit television
Children will not be left alone at
anytime
Staff working alone will be
monitored closely
A “touch” policy is in place and
available from the coordinator
All staff receive annual child
abuse prevention training
All staff must possess a local and
national agency security clearance
The staff must be trained annually
on acceptable discipline methods

Personal Belongings

Our facility is a smoke-free facility.
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Please ensure all tobacco products are
extinguished before entering our facility.
Your child's health is a priority of our
program.
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To ensure the safety and contentment
of all children enrolled in the program
please do not allow your children to
bring:
Personal toys, games and radios.
An ample supply of toys and
games are available. Things
brought from home cause
dissension and are easily broken
or lost.
Jewelry or other high value items.
We cannot accept responsibility
for loss of such items.
Foods, candy or gum.
Child lockers are provided for each
child and are located by the doors.
These are for the children to store
their personal belongings. Please
make sure your child takes home all
items on Fridays. Any items left will be
deposited in the lost and found.

Parent Access

Lending Library

Parents have unlimited access to
areas in which their children are being
supervised or to activities in which
their children are engaged. Visitors
must sign in and out at the front desk.
For safety these visitors must wear a
pass. Our facility is a smoke free work
place.

Our program offers a parent resource
lending library. We provide information
on parental topics and provide access
to hundreds of resources. Please feel
free to ask for information that you
may not see in our library.

Guidance Policy

Late Pick Up Policy

Discipline and group management in
the center will be positive and will
emphasize guidance to build selfesteem, and not punishment. The
staff will follow official Air Force policy
(AFI 34-801) and will never use
physical punishment or verbal threats
to achieve a behavior. The goal of our
program is to build self-discipline. We
want the child to become a confidant
and secure person. Techniques such
as temporarily removing the child from
the stressful situation or redirection
(moving the child to another open
center) are acceptable guidance
techniques.

The SA program ends at 5:30 p.m. If
a child is not picked up by 5:30 p.m.,
then a $5 charge will be levied for
every five minute period thereafter (In
example: If a child is picked up at 5:36
p.m., you will be charged $10.) If your
child is not picked up by 6 p.m., the
security forces will be notified. The
security forces will help locate parents
or find temporary placement of the
youth.

Parent Mail Boxes
You will be assigned a mail box.
There is one box per family. When
there is a need for written
communications we will post it in your
mailbox. Please check it daily.

To protect the safety of all children,
each child is expected to maintain
self-control and use appropriate
problem solving techniques to resolve
differences with other children.
Children may not hurt themselves,
other children, or staff members.
Children may not damage/destroy
property. Our positive guidance and
discipline techniques will help the
children achieve self-control and work
toward acceptable behavior.

Children Involved in Other
Activities
Any time a child participates in
another program such as sports and
open recreation trips a written
permission slip must be on file to
release the child from the program.

Field Trips
We think an exciting part of our
program is field trips. We offer these
throughout the school year and during
the Summer Day Camp program.
Advanced notice will be given for all
field trips. There is a space on your
registration form, (AF form 1181) for
authorization for field trips and
parents must sign before their child
will be transported on field trips.
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Our Program

includes, but is not limited to health,
safety, growth, nutrition, child abuse
recognition and parent
communications. Our staff is selected
on their demonstrated ability to work
with children. In addition to ongoing
training, the staff is certified in First
Aid, CPR, and ServSafe.

The program is divided into interest
centers. Children are free to choose
from any open center and move from
one to the other. This helps children
develop their attention span, decision
making skills as well as try new and
different activities. Our centers
periodically change to meet the needs
of the children currently enrolled. We
encourage you and your child to bring
up ideas and suggestions. Our staff
maintains a ratio of one leader to 12
children. When activities are outside
we have one leader to 10 children.

Parent Programs
We offer opportunities for you to get
involved, i.e. chaperones for field trips.
We invite parents to eat breakfast and
lunch with their children. On the last
Thursday of the month we have a
parent/child social. We also invite you
to be on the advisory board for SAC
Programs, known as the School Age
Parent and Child Development Center
Advisory Board. Meetings are held the
second Tuesday in January, April, July
and October. All parents are
welcomed to attend these meetings.
Input can also be given on comment
cards located in the front lobby of the
Youth Center. Please see the SA
coordinator for more information on
this and other parent programs.
Parent conferences may be requested
at any time.

A snack is provided in the after school
program. We follow the Department
of Agriculture guidelines for food
programs. Children will not be
allowed to bring in outside food
because all food consumed in our
program must be inspected by the
Ellsworth Military Public Health Office.
Suitable substitutes will be made for
children with chronic allergies (An
USDA certified form from a medical
advisor is required,) and available
from the child’s physician.
Staff Qualifications
SA leaders working with children are
trained in child development and
must complete the Air Force school
age training modules, assisted by a
training specialist. Their training

Give Parents a Break
This program is sponsored and
funded by the Air Force Aid Society for
the benefit of families in stress.
Families referred for services are
eligible for free child care once a
month. Child care is given on the
fourth Saturday of each month from
12pm to 4pm. Reservations will be
taken until one week prior to the
opening. Call 385-2277 to make a
reservation.

Specific behavior challenges will be
dealt with accordingly. The SA
coordinator may suggest professional
guidance and cooperate with parents
and counselors in handling extreme
cases, and may suggest alternative
care arrangements. As a parent,
please communicate with the group
leader about any special needs your
child may have.
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Program Areas/ Activities Offered
The SAC offers a wide range of activities to promote the overall
development of children, to include physical as well as quiet activities.
Outside activities are a daily choice or the gymnasium is available
daily in inclemate weather. A homework center offers an appealing
area to finish school work or to explore new interest areas. The Artist
Nook provides an area where creativity is fostered. The Science area
promotes exploration, experimentation, and cognitive development.
The Reading area is a comfortable area where children can explore
books and develop a love of reading. The Dramatic play area
provides the perfect environment fo use of props and creative
expression. The Construction area allows the opportunity to construct
with Lego’s, K’nex, and other building materials. This area provides
opportunities for children to learn and practice their problem solving,
creativity, personal control, and manners through our variety of
games. A weekly schedule of activities is posted on the parent board
upon entrance into the building.

WIC
SD Department of Health-WIC Program WIC is a special supplemental
nutrition program for eligible woman, infants and children. It is funded
by the U.S. Department of Agriculture. It is administered by the South
Dakota Department of Health. WIC's goal is to promote and maintain
the health and well-being of nutritionally at-risk woman, infants and
young children. WIC is available in most counties in the state, or
covered by surrounding county. WIC is an equal opportunity program.
WIC provides nutrition education and counseling, breast-feeding
support, referrals, and resources.
Contact WIC:
South Dakota WIC Program
South Dakota Department of Health
600 E. Capitol Avenue
Pierre, SD 57501-2536
1-800-738-2301
FAX: 1-866-579-8246
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YOUTH SUPERVISION GUIDELINES
Note: The ages specified are the maximum ages and are based on the child’s ability to demonstrate age appropriate behavior. Children who do not consistently
demonstrate age-appropriate behavior should not be given the same degree of self-management responsibilities. In all instances below where a “yes” is
indicated, the parent is responsible for using reasonable judgment and for any incident or mishap (not considered preventable) which occurs.

Age of Child

Alone in
quarters, 2
hours or less

Newborn-Age 4 No

Alone in
quarters, more
than 2 hours
No

Left alone
overnight
No

Outside
unattended

Child sit
siblings

Left in car

Child sit
others

No

No

No

No

Age 5-6

No

No; except at age 6
No
may walk to and from
school; kindergarteners
may walk to/from bus
stop

Yes; playground or
yard with immediate
access (visual sight
or hearing distance) to
adult supervision***

No

No

No

Age 7-9

No

No; except may walk toNo
and from school and to
and from bus stop

Yes, with access to
adult supervision***

Yes; except in hot
weather; keys removed/handbrake
applied; 15 min in
other weather, adult
within sight

No

No

Age 10-11

Yes; w/access
Yes; w/access to
(ph #) to adult super- adult supervision***
vision ***

No

Yes

Yes; keys removed
and handbrake
applied

Yes; 11 yrs old
with 2 hour
maximum */**

No

No

Yes

Yes

Yes

Yes **

Yes

Yes

Yes

Yes **

Yes
Ages 12-14
Age 15– HS
Graduation high Yes

Yes
Yes

Yes; w/access to
adult supervision

!* Home alone-training by Youth Center or other source required
!** Red Cross baby-sitting or equivalent required. Completion of a baby-sitting course does not constitute USAF or EAFB endorsement of a teen for
!
commercial baby-sitting service.
!***Adult supervision is defined as someone who has or assumes responsibility for the child, e.g., parent, guardian, care provider, friend
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