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Afterschool Program

Licensed by the Massachusetts Early Education and 
Care Department  

Parents may contact the EEC for the 
program's licensing history  

EEC of MA  

10 Austin Street  

Worcester, MA 01609 

Customize your weeks each month to accommodate 
for crazy school schedules. Parents fill out a scheduling 
form on the third Monday of each month for their child’s 
upcoming month. Once the scheduling form is filled out, 
tuition is charged and there will be no changes or refunds.  

NOTE: We ask parents to commit one month at a time as 
we understand the uncertainty that parents are feeling.  

We are also open on “off” days or no school days. 
Whatever suits a parents needs, we are here for you! 
Check out our options on our commitment form on our 
website. 

Hours of Operation 

September through June (Summer Camp June-August) 

Monday-Friday  

8:00 - 5:30 pm

Serving children ages kindergarten through fifth grade 
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Program Philosophy

The Longfellow Children's Center After School Program is designed to be a safe, enriching and fun place for your 
child to attend. We provide quality care in an educational program designed to promote the physical, emotional and 
social growth of the individual children we serve. The curriculum is hands on with active involvement by the children. 
Each child is treated as an individual with his/her own unique capabilities and needs. All materials are developmentally 
appropriate, and our teaching staff emphasis the process rather than the product in all areas of learning.  

We accept children from kindergarten to sixth grade in our after school program. The Longfellow Children's Center 
does not discriminate on the basis of race, religion, cultural heritage, political beliefs, national origin, marital status, 
sexual orientation or disability in its admission, services to families, educational policies or otherwise in its operation or 
management.  

We are licensed by the E.E.C and we comply with its guidelines and regulations. We are in compliance with the state 
and local regulations for building codes, fire laws and health and safety rules. 

We would like to incorporate community service as a part of our program. We do three community projects each 
year, such as collecting food for the Sudbury Food Pantry. We consider this to be a great learning experience for 

the children.  

If at any time you have any questions or concerns please feel free to call 508-358-0710. We are here to provide 
you with the best quality after school care we can for your children. 

Community Service

School Vacation Programs (February & April) are available for sign up during the month and are added to the cost of 
tuition.  

They are optional programs and can be opted out of simply by not registering for that week during that month. 

The program runs from 8:30 am - 4:30 pm and is $100/day. 

School Vacation Program
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We will not be open for business if the weather makes the roads unsafe for travel. Please check our website 
for closings and delays under updates. 

Snow Days

In the event of SEVERE weather or unusual non-weather related problems, 
Longfellow Children's Center After School Program reserves the right, in 
consultation with the manager of the facility, to cancel or close early.  

If the Governor declares a State of Emergency prior to the start of the school 
day the program will be closed.  

In the Event of an Emergency 

Storm & 
Emergency 
Procedures

The staff will make every effort to contact the parent or designated child contact person. If evacuation of the building in 
necessary the Sudbury Police will be informed of the whereabouts of the center's occupants. If an individual child is 
injured, and must be transported to the hospital, we will accompany the child to the hospital and stay there until the 
parent or designated contact person can get there. Repeated attempts will of course be made to contact the parents. 

Transportation Plan
Michael J. Connolly and Sons Bus Company provides transportation. There are no walkers. Children who are 

outside of Wayland attending the program will arrive by other means of transportation. 

All buses carry first aid kits; staff monitors carry cell phones. They also carry names and addresses of 
children's parents/guardians, emergency contact; home and work telephone numbers; information of the nearest 

medical emergency facility and a CPR manual in preparation of a mildly ill/seriously injured child.  

Drivers/Staff are to call 911 in an emergency. Once the children leave the school, Michael J. Connolly and Sons 
Bus Company will be responsible for the children until the reach Longfellow Children's Center After School 

Program. The Longfellow Children's Center After School Program will not be responsible for any child enrolled in 
the program until they step off their transportation vehicle and are on the premises of Longfellow Children's 

Center After School Program in Wayland.  

All children must wear seatbelts and must remain seated at all times. All children must be picked up by their 
parent/caregiver/person authorized for pick up. There will be no field trips at this time. All parents must sign a 
written consent from giving permission for Michael J. Connolly and Sons Bus Company to transport their child, 

which is included in the application packet. 
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Health Policy

These safety protocols are in addition to our usual pre COVID guidelines below. 

For safety reasons we will not be supplying lunch or snacks. Parents must provide an insulated lunchbox 
with a peanut/nut free lunch and snacks daily. Ice packs should also be included as we will be storing these 
items on hooks a safe distance apart and out of children’s reach. All items must be clearly labeled.  

We will provide each child with a labeled, BPA free water bottle and children will have access to cold, 
filtered hands- free water stations at all facilities. Lunch will be served in classrooms with spacing between 
children and hand washing before and after meals.  

We are required to keep all visitors, including parents/caregivers, from entering our classrooms and 
buildings. Drop off and pickup will occur in the parking lot behind the Children’s Center and children will be 
taken to their group by a Teacher.  

Staff and children will be screened for health daily prior to entering our center and anyone with symptoms 
will be sent home. Parents will be asked a series of questions regarding the health of the child and 
household. Children that become sick during the school day will be kept safe and comfortable in a separate 
room untIl their parent/ caregiver arrives. We ask that your plan includes the ability to pick up within a half 
hour if you are notified.  

Staff is fully vaccinated. Children over the age of two must bring their own masks as well and will follow 
this protocol when deemed appropriate by staff. We follow the state’s guidelines for mask protocols. 

Children and staff will practice frequent hand washing and will have access in all school areas to hand 
sanitizer as well (school age only). The physical building environs and relevant equipment will be sanitized 
weekly with appropriate and effective cleaners by professionals. Our staff will frequently clean all 
applicable surfaces, such as food tables, sports equipment, bathroom sinks and door handles.  

Although we will do our best to reduce risk for all, we recommend that children with underlying health 
concerns not attend our programs until a vaccine is available. Longfellow Children’s Center/After School 
may change these stated guidelines as additional requirements and policies are published by the state or our 
local licensing agencies.  

COVID-19 ADDENDUM
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We take every precaution to maintain a safe and healthy environment. We ask you to kindly keep your child at home if he/
she becomes ill. If your child shows symptoms of illness while in our care, we ask that you pick him/her up within one half 
hour of notification. We will separate your child from our general population until you or a designated emergency contact 
arrives to take him/her home. Any child with a fresh cold, heavy coughing and/or sneezing, diarrhea, vomiting, 
undiagnosed rash, runny or infected eyes, fever over 99 degrees, or other communicable diseases may not attend our 
program until he/she is symptom free for at least 24 hours. If a case of lice is reported, we will require the child to be nit 
free before returning to our program. Please help us to maintain a healthy after school environment by respecting our 
guidelines.  

We ask that you call us to cancel by 8:00 am or leave a message on our overnight voicemail @ 508-358-0710. We 
will charge $50 per occurrence if this condition is not met! The only exception to this policy is when a child becomes sick 
at school. In this case please call us immediately to let us know. If we do not receive notification of an illness that happened 
at school before our bus arrives for pickup, you will be charged $50. We must account for the whereabouts of all children 
in our program. If you will be on vacation or do not need care you must notify us so we don't send a bus for your child. 
Telling your child's school does not help us - please contact Longfellow Afterschool directly. Please help us to maintain 
appropriate ratios by respecting this rule. 

With a doctor's note, we will administer prescription medication when necessary. We are not able to administer over-the-counter drugs 
such as Tylenol, cough syrup, etc. We also require annual written authorization to apply topical ointments and sunscreens. All 
medications must be in their original containers. In the case of prescription medications, the original pharmacy container with the 
doctor's orders currently dated will be considered as written authorization from the doctor. You will be asked to fill out a new 
authorization form each time your child requires medication at school, with the exception of epi-pens and albuterol inhalers. These must 
be given to the front desk in original prescription packaging to be kept out of the reach of other children. All medications and packaging, 
including Epi-pens and inhalers, will be returned to parents. We cannot dispose of medications even if they are no longer needed.  

Our staff participates in yearly medication administration training, and must show competency in administering medications. All staff 
is required to complete annual CPR and first aid certification as well.  

Please note carefully- we are now following a "no first dose" policy for all medications. This means that the initial dose of any 
medication must be given at home at least 24 hours prior to an after school program dose in case a reaction occurs.  

We will maintain, as part of a child's records, an individual health care plan for each child with a chronic medical condition that has been 
diagnosed by a licensed health care provider. The plan must describe the chronic condition, its symptoms, any medical treatment that 
may be necessary while the child is in care, the potential side effects of that treatment, and the potential consequences to the child's 
health if the treatment is not administered.  

Please feel free to contact the director with any questions about these policies. Thank you for helping us to keep your child safe! 

Health Policy
PRE COVID-19
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Parent/Guardian 
Responsibilities & Input

The application packet must be completed and returned with the application fee before your child begins attending 
the program. 

If your child will NOT be attending the Longfellow Children's Center After School Program, please phone or email us 
before 8:00 am that day. Please be aware that there are no refunds or credits for missed days/weeks for any 
reasons. Tuition is due on the last business day for the center of each month. We will charge a $50 late fee after the 
first of the month each week that payment is not received. Service may be suspended if payments are not made on 
time. 

There are no credits or refunds for payments. Each month is NEVER refundable in any case.  

Please send your child in comfortable clothing/shoes for activities such as sneakers for gym/outside play. 

Please write your child's name on all belongings and clothing. 

We provide a BPA free water bottle free of charge. Please make sure to send it back every day to avoid a $5 per 
bottle charge. We have children will have access to cold, filtered hands-free water stations at all facilities. 

Teachers will set up a conference whenever the need arises. Progress reports will be done midway through the year 
for each student that attends the programs. Progress reports will be filed in each child's folder and a copy will be 
sent home with each parents that requests one. 

Please observe the 5:30 pick up time. We understand that traffic is a daily commuter issue. Please call us to let us 
know if you are stuck in traffic. This will ensure that both your child and the staff do not worry. We will charge $50 
per every 15 minutes for pickups after 5:30 pm. 

Parents need to notify us of any changes in address, telephone numbers or change in name, custody or guardianship. 

We encourage parent input in our program. We have an open door policy. However, all visitors must check in with our 
front desk staff, and may be asked to produce identification if not known. Persons not listed by parents/guardians 
on enrollment forms will not be allowed to visit or pick up without parental permission. Thank you for helping us keep 
your children safe.
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Discipline & Guidance Policy

The Discipline and Guidance Policy is based on the understanding of the individual needs and development of the child. The goals of 
this policy are to maximize the growth and development of the children and also to protect the group and the individuals within it.  

Necessary components of our policy are:  

• Having a caring Staff that not only respects children, but also accepts each child as an individual. 
• Having a setting where staff and children can talk and listen to each other with understanding. 
• Developing the child's own awareness of their behavior. 
• Having the child gain a positive self-image. 
• We encourage children to verbalize their feeling to help develop their self-control through understanding. 
• We encourage children to make their own choices. 
Children will learn the natural consequences of their own actions. Staff will clarify the natural consequence of their behavior.  

Praise and encouragement are the focus of our program. Positive behavior is always noted and negative behavior is addressed and 
corrected in a positive manner.  

The director oversees corrective measures if the child's behavior is extreme or aggressive.  

Our policy does not include the use of negative, punitive measures by our staff for a child's inappropriate behavior.  

• Corporal punishment shall not be used. 

• No child shall be subject to any cruel or severe punishment, humiliation or verbal abuse. 

• No child shall be denied any basic needs as punishment.

Policy to Avoid Suspension & Termination
Longfellow Children's Center After School Program will use the following guidelines for terminating or suspending a child from the 
program:  

• If the safety and wellbeing of other children in our care cannot be assured because of this child's behavior. 
• If the health and safety of a child while at our facility cannot be assured. 
• If the developmental needs are not being met. 
• A child may be suspended if the required EEC documentation is not up to date/complete. If the child is suspended due to this reason, 

the parent is still responsible for payment. 
Behavior not tolerated here at the Longfellow Children's Center After School Program includes: arrogant, aggressive, rude behavior in 
any form towards other students, staff or members.  

Parents/Guardians are notified after incident and the incident is logged. After the first written warning a telephone conversation is 
required. After two written warnings, a meeting is required. After three written warnings "time off" (suspension) or termination is 
discussed.  

The Director will request a meeting with the parents to discuss the circumstances. Parents will be given documentation. A copy will be 
placed in the child's file. The Director will inform the parents of the availability of information and referral for other services. If the parents 
are unable to meet in person, they will be sent written notification. 
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Prevention of Abuse & Neglect
The staff at the Longfellow Children's Center After School Program shall protect children from abuse and neglect while the children are in 
the program's care and custody. All staff members are mandated reporters and shall report suspected child abuse and/or neglect. The 
report shall be made to the Program Administer in which case he/she shall report the issue to DCF immediately.  

The Licensee/Program Administer shall call EEC after filing a 51 A report, or learning that one has been filed, alleging abuse/neglect of a 
child while in the care of a program.  

The Licensee shall cooperate in all investigations in the identifying of parents and children currently or previously enrolled in the program; 
providing consent for disclosure to the EEC of information from any person/agency and allowing the EEC to disclose any information of 
allegations and protection of children. Failure to cooperate may be grounds for suspension, revocation or refusal to issue or renew a license.  

The Program Administer shall ensure that an allegedly abusive or neglectful staff member does not work directly with the children until DCF 
investigation is completed and for such further time as the EEC requires.  

The Longfellow Children's Center After School Program has a written plan describing procedures for referring parents to appropriate 
social, mental health, educational and medical services, including dental check up, vision or hearing screening, should the program staff feel 
that an assessment for such services would benefit the child.  

Written Plan includes:  

1. How staff inform the Director of any concerns. 

2. Procedures for observing and recording the child's behavior and reviewing the child's record prior to making a referral. 

3. Procedures for meeting with parents to notify them of their concerns. 

4. A current list of referral resources in the community for children in need of social, mental health, educational and medical services.

Referral Services
The Licensee shall provide to the parent a written statement including the reason for recommending a referral for additional services, a brief 
summary of the program's observations related to the referral and any efforts the program may have made to accommodate the child's 
needs.  

The Licensee shall offer assistance to the child's parents in making the referral and shall have written parental consent before any referral is 
made.  

The Licensee shall maintain a written record of any referrals, including the parent conference and results.  

Wayland Public School(  508) 358 - 7728  

The Longfellow Children's Center After School Program is licensed by the EEC.  

10 Austin Street,  

Worcester, Ma 01609  

Phone: 508 - 798 - 5180 


