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Welcome!

Dear Families,

Welcome to the Camp Fire River Bend After School Program!

Parents, coordinators and program staff all make up the team providing 
quality care for your children. It is important that we all are familiar with each 
other’s needs and expectations. The Parent Handbook has been compiled 
to explain Camp Fire’s program philosophy, guidelines, and expectations. 
A copy is available at the school child care site, our office, or on our website 
riverbendcampfire.org. We encourage you to read through it and to feel free to 
call our Program Director, Gabby Bittner, with any questions.
 
In Camp Fire, our goals include providing opportunities enjoyable activities, and 
making sure your child feels comfortable so that he/she can grow and thrive 
socially and intellectually. To make the transition from the school day to the 
after school program smooth, we are committed to enhancing the connections 
between the school and our program staff. We will reinforce the school rules, 
and augment school-day lessons with fun activities.
 
Camp Fire staff participate in on-going professional development and are 
always striving to meet the needs of each child. Our on-site team consists of the 
School Year Program Director and Activity Leaders who look forward to getting 
to know you and your child.
 
Throughout the school year we will ask for your feedback through surveys, 
and by providing a suggestion box for your use. Our Program Director, Gabby 
Bittner, will also contact you directly at least three times during the school year. 
 
We look forward to being a part of your child’s after school time! 

Amber Grundy, Ph.D. 
CEO, Camp Fire River Bend
amber@riverbendcampfire.org
574-387-6095

Program Overview
 
After School Child Care is currently offered for after school Monday through 
Friday, and Friday mornings for late start days. We will also offer a Friday all day 
program on the once-per-month schedule professional development days.  

Hours of Operation

This program starts at the end of the school day and runs Monday through 
Friday until 6:00 p.m. There will be no Camp Fire program on days that the 
school has an early dismissal (half day), or scheduled days off of school, except 
on the schedule Friday professional development days.

Tuition and Fees (per child, per week)

After School Program $9 per regularly scheduled day
Friday Mornings $6 per week (paid by a grant)

Drop-In Care $12 / day

Friday All Day Program $35 per day (paid by grant)

Child Care Subsidy

Families who qualfiy for the Michigan Child Care Subsidy should contact Camp 
Fire to arrange for payment options. We can help with the application process if 
you need assistance. Our childcare ID is 010923.

Daily Activities

Children will be engaged in arts and crafts, academic enrichment activities, 
homework assistance time, outdoor play, and gym time. A snack will be offered 
daily at the After School program. There is no snack on Friday morning.
 
Outdoor Play

The playground on the Sam Adam’s Elementary School premises will be used 
for outdoor play. Because Camp Fire After School Care is operating in a school 
building approved by the Michigan Department of Education Licensing we are 
exempt from the Licensing Rules for Child Care Centers (see R 400.8170 (19) for 
details).
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Our Promise

Young people want to shape the world.
Camp Fire provides the opportunity to find 

their spark, lift their voice, and discover
who they are.

In Camp Fire, it begins now.
Light the fire within

Purpose

Camp Fire exists to provide, through a program of informal education, 
opportunities for youth to realize their potential and to function effectively as 
caring, self-directed individuals responsible to themselves and to others; and, 
as an organization, to seek to improve those conditions in society which affect 
youth.

Our Philosophy
                 

We are youth-centered
* Youth take an active role in determining program content.
* Accomplishments are recognized and rewarded.
* Progressive skill-building builds confidence and leadership.
* Youth take leadership roles.

We are welcoming and inclusive
* Our programs are provide co-educational activities for all youth.
* Youth find a safe and inclusive place to explore who they are.
* Youth develop assets that are essential to the process of building character 

and maturity.

We build youth and adult partnerships 
* Youth and adults work together to design, implement, and evaluate what 

they want to do.
* Youth form lasting relationships with adults.
* Young people need opportunities to be involved in positive activities with 

parents, family members, and other caring adults outside the family circle.

Program Principles

In order to accomplish our purpose, Camp Fire’s youth development programs 
are based on four principles:
 
1. The program provides a group experience where youth learn social 

interaction skills and make individual and/or group decisions.
2. The program provides an environment that builds self-esteem, teaches 

personal life skills, enhances health, and promotes social responsibility.
3. The program is designed and implemented to reduce gender-role, racial, 

and cultural stereotypes, and to foster positive intercultural relationships.
4. The program is designed to be fun, and provide a friendly atmosphere 

wherein learning takes place.

Daily Schedule

• 3:15pm Check-in
• Bathroom breaks, wash hands
• Snack
• Academic time (homework assistance, academic games and activities)
• Enrichment time (physical activity, life skills, recreation, etc.)
• 6:00pm last pickup. A parent/guardian must sign child out by no later 

than 6:00pm. A $1 per minute, per child late fee will be charged for late 
pickups.

Snacks

Camp Fire will provide a light and nutritious snack daily, at approximately 
3:15pm, to program participants which meets the USDA Federal guidelines. 
Traditionally snack will include one liquid (milk or water) and a healthy food 
option (e.g., fruit, vegetable, crackers, pretzels, cheese, etc.). 

The weekly snack menu will be posted at the program site, and will also be 
provided to parents in our weekly newsletter. Any changes to the menu will 
be posted at the program site. If your child has special dietary needs, we will 
provide snacks that meet these needs.

Supervison Ratios

Camp Fire staff adhere to the State of Michigan guidelines for School Age Child 
Care Centers. Our goal is an adult/child ratio of 1:15, and not to exceed the State 
Licensing requirements of 1:18 for School Age Care.
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Program Staff Qualifications

Camp Fire staff are trained to provide quality care and programming to 
the youth they serve. Staff meet the State of Michigan child care licensing 
guidelines, which may be viewed in the Licensing Rules for Child Care Centers 
(January 2, 2014) issued by the State of Michigan Department of Human 
Services Bureau of Children and Adult Licensing. This document can be 
accessed on the State website (Michigan.gov). Camp Fire has a copy on file, and 
it can be accessed by contacting the School Age Program Director.

All program staff must have on file a health history form and a physical 
(udpated every two years), and documentation of a TB test within the past 12 
months. All staff must hold current CPR, First Aid, and Bloodborne Pathogens 
certifications.

Staff Training

All staff receive training prior to working with youth in our programs. This 
training includes information about Camp Fire’s mission and goals, policies 
and procedures, behavior management and discipline guidelines, child abuse 
reporting requirements, emergency procedures, and risk management and 
safety guidelines. 

The orientation training also includes training on developmental characteristics 
of school-age children, training on diversity and inclusion, information on Camp 
Fire’s THRIVE approach to youth development, and program implementation 
and evaluation goals.

Staff working with youth are required to attend at least 16 hours of continued 
professional development on an annual basis. This continuing education may 
include training on child and youth development, behavior management, 
community resources for school-aged youth, health, safety and nutrition, abuse 
and neglect, program planning, implementation and evaluation, and training in 
diversity. 

To meet State of Michigan licensing regulations, Camp Fire submits an annual 
training plan that requires all staff members to complete and track ongoing 
professional development hours. 

Background Checks

A criminal history clearance is completed for all employees. This information 
is maintained in the Camp Fire River Bend office, and is available by request. 
The criminal history clearance includes the following checks, all of which are 
updated annually:
• Criminal History Background Clearance
• Child Protective Services Central Registry Clearance
• National Sex Offender Registry Clearance

All employees and volunteers must sign an annual voluntary disclosure 
statement. The statement indicates they agree and understand:
• That child abuse and neglect are against the law
• The Camp Fire program policies regarding child abuse and neglect
• Their responsibility to report suspected child abuse and/or neglect
• Their responsibility to report to Camp Fire and to the school any 

investigations of themselves for child abuse and neglect
• That they have not been convicted of a felony involving harm or threatened 

harm 
• That they have not been convicted of child abuse or neglect

Volunteers

Volunteers may assist staff in planning and delivering academic enrichment, 
youth development programs, and enrichment and recreational activities. 
Volunteers must be screened by the State Police and the Department of Human 
Services for any history of criminal activity or child abuse or neglect before they 
are cleared to work in the program. 

All volunteers must participate in an orientation prior to working in the 
program, to include training on mandatory reporting requirements for child 
neglect or abuse, Camp Fire policies and procedures, and an on-site orientation. 

All volunteers working in the Camp Fire After School Program will be supervised 
by Camp Fire River Bend staff at all times. No volunteer shall be left alone 
with youth participants. Before starting work each day, volunteers must sign 
in with the Program Director and receive their work assignments. In addition, 
volunteers must sign-out with the Program Director at the completion of each 
day. No volunteers will work more than 4 hours per week in the Camp Fire After 
School Program without complying with the licensing requirements of having a 
complete Health Form, documentation of a physical within the past two years, 
and a TB test within the past 12 months on file. 



10 Parent Handbook 2021-2022 11Parent Handbook 2021-2022

Parent / Guardian Responsibilities

1. Children may be picked up at any time prior to 6:00pm. The parent/guardian 
picking the child up MUST notify a staff member that they are leaving. The 
parent/guardian needs to sign the child out using the Procare App.

2. We reserve the right to ask for photo identification to verify that the person 
picking up your child is on the list of individuals to whom we are authorized 
to release your child.

3. Parents are responsible for notifying child care staff of their children’s 
schedule changes and absences, including calling in for sick days. Students 
will receive credit for a free drop in day for up to 5 sick days / flex days per 
school year, provided that parents notify the Camp Fire staff prior to 
NOON that their child will not be attending that day.

4. Notification of schedule changes or withdrawal from the program must be 
made to the Camp Fire office by Friday at 3pm for the upcoming week

5. In the interest of safety, parents are responsible for making sure that their 
child’s classroom teacher is informed of all changes and exceptions to his/
her after school schedule.

6. Parents are encouraged to familiarize their child with their daily schedules, 
including how to get to and from the assigned After School program 
location. 

7. Parents should read the weekly parent memo to learn about the curriculum 
plans for that week, any program needs, and the weekly snack schedule. 
This information will help you keep in touch with the program and your 
child’s activities, and provide opportunities for conversation and sharing 
between you, your child, and the staff.

8. Children are discouraged from bringing toys and other items to child care. 
Camp Fire is not responsible for any lost or stolen items.

9. The safety of your child is our first priority, therefore, if the person picking 
up your child appears to be under the influence of alcohol or other drugs, 
or unable to drive safely, the following procedures will be implemented: 1) 
After School staff will offer to call a taxi or another driver. 2) If the person 
insists on driving with your child, the staff person will call 911 to report the 
concern and provide information to ensure the child gets home safely.

10. All participants utilizing the After School program are required to have a 
valid credit or debit card on file with Camp Fire. This does not apply if your 
child is attending Friday mornings only.

Discipline Policy

Camp Fire will align with the discipline policies of the Cassopolis Public Schools 
to provide continuity for the children in after school care. To encourage self-
control, self-esteem, and cooperation, staff will use positive methods of 
discipline.

When warranted, staff will intervene in a positive, non-threatening manner. 
Children are encouraged to develop their own solutions and will be provided 
guidance to develop successful alternative behaviors.

Our goal for children is to help each child develop the internal control needed 
to manage himself/ herself. Therefore, we use the following positive guidance 
techniques:
• Modeling appropriate behaviors.
• Setting clear and reasonable limits that protect the child’s safety and 

welfare 
• Acknowledging appropriate behavior.
• Encouraging verbalization and problem solving by providing positive 

suggestions, rights of others and the environment.

Camp Fire staff will set expectations high. The need for discipline is often the 
result of low expectations for appropriate classroom behavior.
 
Staff are trained to use language that is age-appropriate and that youth can 
understand. They are encouraged to be aware of the developmental abilities of 
the youth they are working with, and adjust their language accordingly. Staff 
are encouraged to get down on the student’s level and look them in the eye 
when speaking to them.

Staff are also trained to avoid creating situations that cause temptation. 
Examples of temptation-creating situations would be letting wrong 
behavior slip by as if unnoticed, ignoring the rules themselves, leaving youth 
unsupervised, or keeping valuables in the open.

Acceptable consequences of rule breaking include:
• quiet time / time out
• restriction from activity
• conference with director
• conference with parent/guardian
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Our program cannot accommodate participants who display chronic or 
severely disruptive behavior. Such behavior may be grounds for dismissal from 
the program. Chronically disruptive behavior is defined as verbal or physical 
activity, which may include, but is not limited to: 

• Behavior that requires constant attention from the staff. 
• Behavior that is destructive in nature. 
• Behavior that continually ignores or disobeys. 
• Students may be dismissed without warning from Camp Fire Programs for 

behavior that inflicts physical or emotional harm on children or staff (i.e. 
verbally or physically threatening behavior, fighting, etc.). 

In general, a first offense is acknowledged by a verbal warning; the second by 
a written warning and a discussion with child/youth about the consequences of 
continuing the behavior. At this point a parent should be notified. 

A third warning requires a meeting with the parent or guardian, and the final 
step may be either suspension for a specific period of time (a number of days, 
a week or weeks) or for the duration of the program. These steps might vary 
depending upon the severity of the misbehavior.  

At no time is discipline to include depriving a child of sleep or food, placing 
a child alone without supervision, or subjecting a child to hazing, ridicule, 
threat, corporal punishment, excessive physical exercise, or excessive physical 
restraint. No child is ever to be physically punished. 

Universal Precautions Against Communicable Disease

Because diseases can be transmitted through many different channels, the best 
way to prevent their spread is with a comprehensive approach. Providers need 
to understand and use universal precautions against disease. 

The single most important way to prevent infection is hand washing. It 
is recommended that child care workers wash their hands with a liquid 
disinfectant soap for several minutes at the beginning of their program. Other 
universal rules of hygiene: 
• Clean and sanitize toys, utensils, and equipment frequently.
• Use disposable gloves when handling bodily fluids.
• Make certain that open sores on both children and staff are always covered.
• Require a physician’s approval before a child with skin eruptions can attend 

program.

Health and Wellness of Participants and Staff

Medical information forms are to be completed by parent/guardian and will 
be kept on file at the Center. All immunizations must be up to date. Reliable 
emergency contacts should be listed on the enrollment form.

The health history must list any all medical conditions and/or allergies to 
ensure staff has the most updated information in case of an emergency. 
It is the parent/guardian’s responsibility to keep records current to reflect 
any changes as they occur, including telephone numbers, work location, 
emergency contacts, child’s physician, child’s health status, new allergies, new 
medications, etc.

Camp Fire staff will secure medical treatment for children in the event of 
an emergency. Camp Fire staff will notify, by phone or in writing, parents / 
guardians regarding any incidents or accidents, including illnesses, or injuries. 
For minor injuries or accidents, parents will be notified when they pick up their 
child. For any injury, accident, or illness which requires staff to seek outside 
care, the parents will be contacted immediately. 

A physician’s written permission is required under the following conditions:
• Any possession or use of an inhaler or epinephrine injector
• Any medication that must be administered

Staff and children who are ill should stay at home. The state’s current 
communicable disease chart of recommendations for exclusion of sick children 
and staff members and their readmission shall be followed. 

A child shall not be accepted or allowed to remain at the center if the child 
has a 101F degree or higher temperature, or other potentially contagious 
symptoms such as, but not limited to: a rash, diarrhea, vomiting, a sore throat, 
or discharge from the eyes. If a child exhibits any of the above symptoms, their 
parents or guardians will be notified, and they will be restricted from contact 
with other students until they are picked up.

Confidentiality

All information collected on Camp Fire registration and health history forms will 
remain confidential, except for legal and administrative requirements involved 
in reporting to Michigan Child Care Licensing. If information on the registration 
form is requested for other purposes, parents / guardians will be notified and 
written consent will be required.
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Health Care Plan
 
Youth, Staff, and Volunteer Hand Washing Guidelines
• Use warm water and soap, preferably liquid
• Rub your hands together, including back of hands, wrists, between fingers, 

and under nails
• Rinse well under warm running water
• Dry hands with paper towel or automatic hand dryer
• Throw paper towel away

Children should wash hands
• Before eating or helping with food preparation
• After using the restroom
• After coughing, sneezing, or blowing their nose
 
Staff & Volunteers should wash hands
• Before starting work/entering classroom
• Before preparing or serving food
• Before eating and drinking 
• Before and after dressing an injury 
• Before taking or giving medication 
• After contact with blood or bodily fluids
• After using the restroom
• After handling pets or animals
• After coughing, sneezing, or blowing their nose
 
Handling Bodily Fluids
• Nonporous (e.g., latex) gloves must be worn by staff when they are in 

contact with spills of blood or other visibly bloody bodily fluids.
• Spills of bodily fluids (e.g., urine, feces, blood, saliva, nasal discharge, eye 

discharge) must be cleaned and disinfected immediately in keeping with 
professionally established guidelines (e.g., standards of the Occupational 
Safety Health Administration, U.S. Department of Labor).

• Any tools and equipment used to clean spills of bodily fluids must be cleaned 
and disinfected immediately. Other blood-contaminated material must be 
disposed of in a plastic bag with a secure tie.

Cleaning and Sanitizing Surfaces, Equipment, and Toys
1. Wash surface or article with warm water & detergent
2. Rinse surface with clean water
3. Submerge, wipe, or spray the surface or article with a sanitizing solution
4. Let the article or surface air dry

Considerations for COVID-19

As Camp Fire operates on the Sam Adams Elementary School (SAES) premises, 
we will be following the guidelines for returning to school developed by 
Cassopolis Public Schools. Camp Fire will take reasonable measures to ensure 
the safety of all students and staff in the After School program. By enrolling 
your child in the Camp Fire program, you acknowledge that it is not possible 
to eliminate all risk of exposure to a communicable illness, including but not 
limited to coronavirus.

We will implement the following measures to keep our staff and students safe:
• Upon arrival at Camp Fire, every student will be required to: 

• Have their temperature taken using an infrared forehead 
thermometer. Students with a temperature reading 100.4F or above 
will not be permitted to stay at Camp Fire. 

• Wash their hands with soap and water, or if handwashing facilities are 
not available, to sanitize their hands using hand sanitizer. 

• Camp Fire employees and SAES students will be required to follow the 
school’s current policies regarding face coverings. 

• Camp Fire programming will take place outdoors as much as possible, 
weather permitting. If we are forced to be indoors, we will utilize the 
classroom spaces or the Gym, Cafeteria, or Library for programming.

• Students will be required, at the instructor’s discretion, to either use hand 
sanitizer or wash with soap and water periodically throughout their time at 
Camp Fire.

• We have created all new cleaning and sanitation routines to ensure that 
surfaces are cleaned with bleach or sanitizing solution more frequently 
than in the past. Surfaces such as door knobs, light switches, program 
equipment, sink faucets, table tops, benches, and all other high-touch 
surfaces will be cleaned daily, or in some cases after each use. 

• If students have any symptoms of COVID-19, the student should remain 
at home. If a student has any of the following symptoms at while at Camp 
Fire, Camp Fire personnel will follow established protocols and contact 
parents to pick up their student immediately. Symptoms that require a 
student to stay home and/or leave Camp Fire: 

• Fever of 100.4F or higher • Loss of taste or smell
• Cough • Headache
• Shortness of breath • Sore throat
• Difficulty Breathing • Muscle pain
• Vomiting or Diarrhea • Chills
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Registration, Admission, and Enrollment

Registration may be completed at http://riverbendcampfire.org/samadams. 
This is the preferred method for registration. Paper registration forms are also 
available in the school office or parents may call Camp Fire River Bend at (574) 
387-6095 to request registration forms to be mailed. Parents may also email 
info@riverbendcampfire.org for more information. 

Admission Requirements: Students must be at least 5 years of age, and 
enrolled in school (kindergarten through 6th grade) to register for the program. 
The registration form (either online or in hard copy)  must be completed before 
a child may attend the Camp Fire After School Program. 

Program Details and Fees

Camp Fire After School operates Monday – Friday from the end of the school 
day until 6:00 PM. This does not include days that the school dismisses early 
for half days, or days that school is not in session.  Camp Fire After School is 
licensed by the state of Michigan and operated by Camp Fire River Bend, Inc. 

Tuition and Fees (per child, per week)

After School Program $9 per regularly scheduled day
Friday Mornings $6 per week (paid by a grant)

Drop-In Care $12 / day

Friday All Day Program $35 per day (paid by grant)

All After School tuition is due on Friday for the upcoming week. We will 
automatically charge your card for the upcoming week’s tuition after 3pm on 
Friday. All participants attending the After School program are required to 
have a credit / debit card on file with Camp Fire. This does not apply for Friday 
morning attendance only. If your card on file is declined, a $5 late charge will be 
automatically assessed, and your child will not be able to attend Camp Fire until 
the balance is paid in full.

Families who qualify for the Michigan Child Care Subsidy should contact 
Camp Fire to arrange for payment options. We can help with the application 
process if you need assistance. Our childcare ID is 010923.

• We will follow the current CDC guidelines for when a student may return 
to Extended Day following a close contact or positive test for COVID-19. 
The full recommendations can be found here: https://www.cdc.gov/
coronavirus/2019-ncov/if-you-are-sick/quarantine.html 
Following a close contact:  

• Individuals should quarantine for a full 14 days if you have been in 
close contact (within 6 feet of someone for a cumulative total of 
15 minutes or more over a 24-hour period) with someone who has 
COVID-19, unless you have been fully vaccinated -OR-

• Individuals may return after 7 days of quaratine following a close 
contact, if they receive a negative PCR test result on the 5th day or 
later.

Tested Positive – Symptomatic. Individuals who experienced symptoms 
and have tested positive for COVID-19 may return to school if the following 
conditions are met: 

• At least 10 days have passed since symptoms first appeared.
• 24 hours fever-free without the use medicine that reduces fevers; and 
• Other symptoms have improved (for example, when your cough or 

shortness of breath have improved).
Tested Positive – Asymptomatic. Persons who have not had symptoms 
but tested positive for COVID-19 may return when at least 10 calendar days 
have passed since the positive test.

COVID-19 Emergency Action Plan

• If a student is suspected to have COVID-19 symptoms, they will be 
immediately taken to a designated quarantine area.

• Camp Fire staff will put on appropriate PPE and evaluate the student.
• Camp Fire staff will contact the student’s parent or guardian to notify them 

that their student needs to be picked up.
• Camp Fire staff will initiate a full sanitization of the program area.
• Camp Fire staff will notify Camp Fire River Bend CEO of current situation.
• The parent or guardian will be responsible for communicating test status 

with Camp Fire. 
• If a positive case is confirmed, the Program Director or Camp Fire CEO 

will contact the Van Buren / Cass health department for guidance.
• The Program Director or Camp Fire CEO will send an email notifying 

the school administration and all current participants’ parents or 
guardians of the positive case of COVID-19, and the actions being 
taken. At no time will the individual be identified. 

• The Camp Fire CEO will handle any media communication. No other 
staff members will be permitted to speak to the media.
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Important Policies

Our programs provide developmentally appropriate activities and equipment 
for all age groups, as well as the opportunity for individual free play. These 
policies are designed to keep all participants safe and happy. 

Late Pick Up

The Camp Fire After School program ends at 6:00 pm. A $1.00 per minute, per 
child late fee will be charged to the card on file for any late pickups. 

Absences

For the safety of your child and to avoid unnecessary staff worry, parents must 
call the Camp Fire River Bend Office at 574-387-6095 to report their child’s 
absence from the after school program. If a child does not come to the program 
as intended after school, the parents will be notified immediately.

Students will receive credit for a up to 5 sick days / flex days per school year, 
provided that parents notify the Camp Fire staff prior to NOON that their 
child will not be attending that day. This credit is for days that you have 
pre-paid for, and your child is unable to attend. If we do not receive notice by 
NOON, you will not receive flex day credit.

Schedule Changes and Drop In Care

Parents must notify Camp Fire of changes to your regular schedule by Friday at 
3pm on the preceding week. If we have not received notice by 3pm on Friday, 
you will be billed for your regular schedule. If your child comes to the program 
on a day that they were not scheduled, and no prior arrangements were made 
to adjust the schedule, your account will be charged for a drop-in day.

Withdrawal or Dismissal from the Program

Written notice of withdrawal from the Camp Fire program is required by 3pm 
on the preceding Friday or you will be billed for the upcoming week. 

Our program cannot accommodate participants who display chronic or severely 
disruptive behavior, as defined in the discipline policy section on pages 11-12 of 
this handbook. Such behavior may be grounds for dismissal from the program. 
Camp Fire reserves the right to suspend or dismiss a child from the program for 
any reason.  

Authorized Pickup

Each participant must have an authorized pick up form on file. Please 
provide written notification if you wish to change or add authorized persons. 
All authorized persons (including parents) may be asked to show valid 
identification at pick-up each day.   If there are custody issues involving your 
child, please provide court documentation indicating who may or may not 
pick up your child. No child will be allowed to leave the facility without being 
escorted by the parent/guardian, person authorized by the parent/guardian, or 
facility personnel. Students enrolled in Camp Fire After School programs will 
not be released to anyone under the age of 16. 

Contacting Parents / Guardians

If an emergency occurs during the Camp Fire After School program, parents / 
guardians will be notified as soon as possible. Electronic communication (via 
email and/or texting service) will also be used to communicate emergency 
information to parents. Our staff will prepare a written report of the incident 
and actions taken, which will be made available to parents, as well as any 
emergency personnel. 

Camp Fire program staff are not authorized to speak to the media about any 
incident or emergency that may occur.

Other Policies and Expectations

• Youth are expected to adhere to all school and district policies. 
• Camp Fire programs will adhere to the policies of the school and district as 

well. 
• Youth participate in play and should dress accordingly. 
• All items (clothing, school supplies, etc.) should be marked with the child’s 

first and last name.
• Camp Fire River Bend is not responsible for the loss or damage of personal 

belongings. 
• Parents are discouraged from allowing their children to bring personal toys, 

electronics, or devices to the Camp Fire After School program. 
• Cell phones, tablets and other devices must be turned off and stored in the 

child’s backpack. 
• If children need to contact their parents by phone, the program director will 

initiate the contact using the program phone.
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Emergency Procedures

Inclement Weather Plan

In the case of severe weather (e.g., snowstorm, ice storm, dangerous wind 
chills, heavy fog), if school is cancelled, Camp Fire will adhere to the Cassopolis 
Public Schools decision regarding cancellation. If school is open, Camp Fire 
After School will be open from 3:00 – 6:00 PM for after school care. 
 
Should school be closed early due to severe weather, Camp Fire After School 
will not be open. Parents will not be charged under these circumstances and a 
fee adjustment will be made to those families affected. Parents will be notified 
as soon as the decision is made. Calls will be coordinated with the school day 
staff.  Please watch the school closing announcements on local television 
channels, or go on-line to check the status of Cassopolis Public Schools school 
closing.

Severe Thunderstorm Watch or Warning

If Camp Fire After School is in session when the watch or warning is issued the 
program stays open. The staff takes safety precautions as outlined in the school 
district’s policies.
 
Tornado Watch

Youth remain in care and the staff takes safety precautions. Youth will be 
released to parents or other designated adults upon request.
 
Tornado Warning

All youth and staff members remain in the building and take shelter in 
designated areas. Youth may be detained beyond the usual dismissal time if 
necessary. Youth will be released to parents or other designated adults upon 
request.

Other Natural or Man-Made Disasters

Youth remain in care and the staff takes safety precautions as dictated by the 
circumstances of the emergency. In general, staff and youth will shelter in place 
unless it becomes unsafe to stay in the building. If circumstances require, a 
lock-down procedure will be initiated. If safe to do so, youth will be released to 
parents or other designated adults upon request. 

 

Fire

Staff and youth will proceed to the nearest exit and assemble in a safe area. 
Youth will be released to parents or other designated adults upon request. 

Emergency Drills

Emergency drills will be held periodically throughout the year. Safe areas inside 
and outside the building are designated for children in the Camp Fire After 
School program. At least one fire drill will be held each month.

Licensing Information for Parents

A copy of the licensing notebook for Camp Fire After School will be made 
available to parents at the program site. This notebook contains all of the 
required licensing inspection reports, any corrective action plans, and all 
documention required for licensing by the State of Michigan. The notebook is 
available for parents to view upon request during all regular hours of operation 
of the After School Program. 

Copies of all of the required licensing documents will also be available for 
parents to review at the Camp Fire Office, located at Camp Tannadoonah, 
14751 Harvey St., Vandalia, MI 49095. If parents wish to view the licensing 
notebook at the Camp Fire Office, they should contact us at 574-387-6095 to 
make arrangements. 
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Parent Agreement 

At the time of registration / enrollment in the program, Parents / Guardians will be 
required to agree to the following policies:
1. No child may attend the Camp Fire Before and After School program until all 

of the required paperwork has been submitted to Camp Fire. 
2. Tuition is $9 per After School day, per child for regularly scheduled attendance. 

If your child comes to the After School Program on a day when he/she is not 
scheduled, you will be charged the Drop In Rate of $12 per day.

3. All participants attending the After School program are required to have 
a credit / debit card on file with Camp Fire. This does not apply for Friday 
morning attendance only. 

4. All After School tuition is due on Friday for the upcoming week. We will 
automatically charge your card for the upcoming week’s tuition after 3pm on 
Friday. 

5. If your card on file is declined, a $5 per week late charge will be automatically 
assessed, and your child will not be able to attend Camp Fire until the balance 
is paid in full.

6. We reserve the right to ask for photo identification at pickup. Children will only 
be released to authorized individuals.

7. Parents must notify Camp Fire before noon if their child will be absent on that 
day. Each student will have 5 sick days / flex days for the school year; if your 
child misses a day you have paid for, and you notify us prior to noon, we will 
credit your account for the sick day. If we do not receive notification by noon, 
you will be charged for the regularly scheduled day.

8. Children who are ill should be kept at home.
9. Parents must notify Camp Fire of any schedule changes for the upcoming 

week by 3pm on the preceding Friday. We will bill all accounts on Friday 
afternoons for the typical weekly schedule; if you do not submit schedule 
changes by 3pm on the preceding Friday you will be billed for your typical 
schedule.

10. Camp Fire After School closes at 6:00pm. A $1.00 per minute late fee will be 
charged to the credit card on file for all late pickups.

11. Camp Fire Before School begins at 8:00am on Friday mornings. You MUST 
sign your child in with our staff before leaving them at the school. We will NOT 
have staff available prior to 8:00am to supervise your child. 

12. Students are advised not to bring personal belongings or valuables to the 
Camp Fire Before and After School Program. Camp Fire River Bend is not 
responsible for any lost or damaged items.

13. Electronic devices, including cell phones, must be turned off and stored in the 
students’ backpacks. If children need to contact their parents by phone, the 
program director will initiate the contact using the program phone.

14. Parents must sign and return a copy of the parent agreement annually.

Family Resources

• Association for Children’s Mental Health.  
Phone (888) 226-4543; www.acmh-mi.org   

• Asthma Network of West Michigan.  
Phone (616) 913-1430; www.asthmanetworkwm.com 

• Bethany Christian Services.  
Phone (269) 657-7096; www.bethany.org 

• Cass County Health Department.  
Phone (269) 621-3143. www.vbcassdhd.org  

• Cass County Public Transit.  
Phone 269-445-2455. 

• Catholic Charities.  
Phone (574) 234-3111; www.ccfwsb.org 

• Child and Family Services.  
Phone (269) 925-1725; www.cfsswmi.org  

• Children’s Assessment Center.  
Phone (269) 556-9640; www.berrienchild.org 

• Department of Housing & Urban Development (HUD).  
Phone (800) 225-5342; www.portal.hud.gov 

• Domestic and Sexual Abuse Crisis Hotline.  
Phone (800) 828-2023. 

• Reflections Counseling.  
Phone (574) 222-2466. www.reflectionsmichiana.com  

• Salvation Army.  
Phone (616) 459-3433 ext. 1165. www.sawmni.org  

• Women, Infants, and Childen (WIC).  
Phone (269) 427-7914 

• Woodlands Behavior Healthcare Network. Phone (269) 445-2451; 
http://www.woodlandsbhn.org/



Our Promise

Young people want to shape the world. Camp 
Fire provides the opportunity to find their spark, 

lift their voice, and discover who they are. In 
Camp Fire, it begins now.  Light the fire within.

Camp Fire After School programming is operated by Camp Fire River Bend, Inc., a 
chartered council of Camp Fire National Headquarters, Inc. Camp Fire After School 
programming is licensed by the State of Michigan. Camp Fire welcomes all youth 
and their families, regardless of ethnicity, race, creed, gender identity, social status, 
disability, or sexual orientation. 

Camp Fire River Bend, Inc.
PO Box 459

Notre Dame, IN 46556

574-387-6095
www.riverbendcampfire.org


