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SITE  & CONTACT INFORMATION  
 
Dates 
The Summer Discovery Program runs from June 14-September 3 
 
Hours of Operation 
The Summer Discovery Program is open from 6:30 a.m. – 6:00 p.m. 
 
Location       Mailing Addresses  
Shoreview Community Center    Shoreview Parks and Recreation 
4580 North Victoria Street     C/O Summer Discovery Program 
Shoreview, MN 55126     4580 North Victoria Street 

      Shoreview, MN 55126 
 
Contacts 
Program Cell Phone: 651-308-7321 
Site Coordinators: 
Freya Koester 
Amanda Jensen 
Joni Warzala 
 
Recreation Program Coordinator:  
Becky Sola 
651-490-4764 
rsola@shoreviewmn.gov 
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TUITION, PAYMENT AND VACATIONS  

 
 

Weekly Fee      Program Tax ID# 41-6008808 
5 days of care = $170/child     Checks Payable: City of Shoreview 
4 days of care = $144/child 
3 days of care = $114/child 
  *Any cash payments should be in a labeled and sealed envelope 
Prior approval from a Site Coordinator must be obtained for your child to attend additional days.  
An additional fee of $40 per day will be charged if your child attends an additional day beyond the 
contracted schedule.  Each family must have a signed billing contract on file at the start of the 
program. 
 

Payment Schedule 
Payments are due on Friday the week prior to the session.  Payments made later than Friday will be 
assessed a $10 late fee.  Payments are payable in weekly installments in the form of cash, check or 
credit card.   Monthly payments will be accepted.  Please see a Site Coordinator to arrange a payment 
schedule. 
EXAMPLE:  Payment Due:   Paying For Program Period:  

Friday, June 11….…………………….June 14-18 
 

Receipts 
Receipts will be received via email unless requested otherwise.  If an email address is not on file, 
receipts will be printed and placed in your child’s daily folder.       
 

Late Payments  
A $10 late fee (per family) will be assessed for payments not received by the closing time of 6:00pm 
on Friday the week prior to the session.  If your child does not attend Summer Discovery on Friday, 
please turn in your payment earlier in the week to avoid this fee.  No exceptions will be made for late 
payments, if you have any confusion on this please ask a Site Coordinator. 
 

Late Pick-up Fees 
Parents are expected to pickup their child by 6:00 p.m.  A $1 per child per minute late fee will be 
assessed for each minute, when a child is picked up after 6:00 p.m.  The fee assessed should be added 
to your next weekly payment.  Please call the site cell phone if you expect to be late.     
 

Early Termination Fee 
In the case of early termination from the program, a $100 cancellation fee will be assessed.  A two -
week written notice must also be given in the case of early termination. 
 
Vacation 
Each child may take up to two weeks off (tuition free) during the summer.  The total number of 
vacation days that your child is allowed is determined by how many days per week your child attends 
(See below).  Please notify the Summer Discovery staff of vacation days at least one week in advance 
on a Weekly Payment Sheet.  Vacation days do not 
need to be taken consecutively.  Vacation days taken 
beyond the two weeks must be paid in full.   
 

# Registered Days # Vacation Days  
3 6 
4 8 
5 10 
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DAILY GUIDELINES  
 
Absence 
If a child is absent from the Summer Discovery Program for any reason, please notify us as soon as 
possible by calling the Summer Discovery Program phone number.  
 
Late Arrival/Early Departure  
Program guidelines require a staff member to be present when signing your child in and out.  If your 
child is arriving late or leaving early, you must locate your child’s room staff after you have signed 
them in.  It is policy, for the safety of your child, that you drop your child off directly with their 
classroom staff.  If your child is found to have been dropped off without following this procedure, 
you will be called to come pick up your child for the day. 
 
Late Pick Up Procedures 
If a child is not picked up after 30 minutes of the program closing, police will be called to pick up 
your child.  Therefore if we have not heard from the parent or guardian by 6:15pm we will attempt to 
contact the parent or guardian, if we still have not contacted a parent by 6:30pm we will call the 
police.  Repeated occurrences will result in dismissal from the program.   
 
Authorized Release/Emergency Contacts 
The Summer Discovery Program staff will not release children to anyone who is not listed on the 
registration form as “authorized release.”  We will be checking photo identification (i.e. driver’s 
license).  If you need to add or delete those authorized to pickup your child, please see a site 
coordinator. 
 
Transportation 
Parents are responsible for transporting children to the site in the morning and picking them up in the 
afternoon.  Transportation for field trips will be provided and will be school buses. 
 
Proper Clothing 
Children should be adequately dressed for indoor and outdoor activities during the time they are at the 
Summer Discovery Program.  The children swim Monday, Tuesday, and Thursday.   Please send a 
swimsuit and towel each of these days.  Swim schedule is subject to change without notice.  The 
children will be going outside everyday (except during inclement weather).  This is an active 
program; therefore children must wear athletic shoes that do not hinder athletic activities. 
 
Personal Belongings 
All children will be provided with a box to store their personal belongings in during the summer.  We 
recommend that all items be labeled with your child’s name.  The Summer Discovery Program is not 
responsible for the loss or damage of personal belongings.    
    
Lost & Found 
The lost and found area will be located next to the sign-in/out table.  Please check the lost and found 
often.  We recommend that you label all of your child’s personal belongings.   
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Lunches 
Parents will need to provide a labeled lunch everyday or purchase one. The Summer Discovery 
program does not have access to a refrigerator for lunch storage.  Lunches are available for purchase 
from our Summer Discovery lunch program.  All lunches must be requested by the Friday prior to the 
week lunches are requested. 
 

The cost for EACH lunch is $3.75.  Please keep in mind that refunds will not be issued for unused 
purchased lunches.  The monthly lunch schedules will be available at the parent table.  
 

**Please note that if your child does not have a lunch and is not signed up for a lunch they will be 
provided with a lunch from the Wave Café for the same $3.75 rate as the hot lunch.  You will receive 
notification via your child’s Daily Folder if this situation occurs. 
 

Milk will be provided for lunch when on site but not on field trips.  Please send a disposable bag 
lunch with a beverage on field trip days, unless otherwise noted, as we may not have access to a 
secure place to store lunch boxes during the trip.  Summer Discovery Lunch Program does offer the 
option of disposable lunches for field trip days.   
 

Snacks 
The Summer Discovery Program will provide a morning and afternoon snack and drink.   
 

ENRICHMENT CLASSES  
 

Enrichment Classes are offered to Summer Discovery participants at an additional cost.  These are 
classes that enhance your child’s summer with additional activities.  The Enrichment Packet will be 
included with the child packets that are mailed or can be found on the parent table.  Parents will be 
able to register their child(ren) on-line beginning Friday, May 14, and up until 2 days prior to the 
class start date.  NO REFUNDS OR CREDITS will be issued for missed classes or enrichments that 
could not be rescheduled.  Canceled enrichment classes due to unfavorable weather will be 
rescheduled if possible.   An enrichment class may be dropped with advanced notice and $5.00 will 
be deducted from the refund for processing fees. 

 

RUNAWAY POLICY  
 

If a child leaves the designated site area without permission from the staff or refuses to leave when 
the rest of the group leaves an area, the following procedures will be followed. 
 

Situation A: A staff member will alert the rest of the staff and will look for the child and bring the 
child back to the area. 

1. Parent will be notified and asked to pick up the child immediately. 
2. A meeting will be arranged between the parent, child, and Site Coordinator before the child can return 

to the program.  The event will be documented. 
3. The child will no longer be allowed to attend the program if this is a repeated offence. 

 

Situation B: If staff is unable to locate the child, the following procedures will be followed. 
1. Police will be notified. 
2. Parent will be notified and asked to come aid in the search for the child.  When the child is found, the 

parent will be asked to take the child home. 
3. The child will no longer be able to attend the program. 
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ILLNESS\MEDICAL EMERGENCIES  
 

Emergency Forms 
Alternative names and phones numbers must be listed for use when parents cannot be reached.  
 

Illness 
A child should not attend Summer Discovery if they display any of the following symptoms within 24 
hours:  ·  Fever of 100 degrees   ·  Diarrhea 
  ·   Head lice or nits    ·  Vomiting 
  ·   Undiagnosed rash   ·  Severe cold 
  ·   Untreated eye infection   ·  Head lice 
 

If a child displays any of the above symptoms: 
1. A parent/guardian will be contacted.  If a parent cannot be reached, emergency contacts will be called. 

Until the parent or emergency contact arrives: 
  A. The child will be kept as comfortable as possible. 
  B. The child will be separated from the other children, but within sight and  
       hearing of a Summer Discovery Program staff member.   
 2.  If neither a parent nor the emergency contacts can be reached, or if a parent is delayed  
      in picking up the child: 
  A. Staff will continue to assess the child’s condition. 

 B. If the staff feels the child’s condition warrants medical attention, the child’s source of 
health care will be notified or 911 will be called.  The Summer Discovery Program staff is not 
allowed to transport children.   

 

A child must be free of symptoms 24 hours prior to returning to the program.  The child should not 
attend if he/she is in the communicable stages of an illness or is unable to participate in regular 
activities.  Please contact the staff if the child has a communicable disease - notices will be posted on 
the sign-in/out table to inform parents.  If a child is sent to the program within 24 hours of symptoms, 
emergency contacts will be notified. 
  

Emergencies 
The Summer Discovery Program staff are trained and certified in CPR and Community First Aid.  
The staff will take whatever emergency measures are judged necessary for the care and protection of 
your child while they are under their supervision.  In case of a medical emergency, 911 will be called.  
In some medical situations, the staff will need to contact emergency medical services before the 
parent, the child’s physician, and/or other adults acting on the parents behalf, is notified.  HealthSpan 
provides emergency medical service to the site and only charges if they provide transportation or 
administer preliminary treatment.  Any expenses incurred will be the responsibility of the child’s 
parent or guardian. 
 

Medication 
The Summer Discovery Program staff will administer medication during the Program only if a current 
medication form is on file with the program.  Extra forms are available on the Parent Table.  
Medication must be sent in the original labeled bottle.  If a prescription needs to be divided, most 
pharmacists will accommodate this request.  All medication must be given to a Site Coordinator upon 
arrival.  If medication is found with a child and has not been given directly to the Site Coordinator, 
the medication will be confiscated and parents or guardians will be contacted.  We cannot administer 
any medication that has not been given directly to a site coordinator with a completed form. 
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SOCIAL CONTRACT/DISCIPLINE PROCEDURES  
 

Staff Responsibilities 
1.  Provide a safe and caring environment for the children. 
2.  Provide an educational and recreational environment conducive to the physical, intellectual, 
     emotional, and social development of each child. 
3.  Communicate regularly with the parent/guardian concerning the child. 
 

Parent/Guardian Responsibilities: 
1.  Escort child to the Summer Discovery Program area and sign child in and out. 
2.  Drop off child no earlier than 6:30 am and pick up child no later than 6:00 p.m.  A fee of $5   
  per child will be charged for every 5 minutes, or fraction thereof, when a child is picked up   
  after 6:00 p.m.   
3.  Notify the Summer Discovery Program staff of absences and family situations that may affect the child’s 

summer experience. 
4.  Notify Summer Discovery Program staff, in writing, of any changes on the child’s enrollment forms 

(address, phone number etc.). 
5. Timely payments for contracted days of care, even if child is absent. 
6.  Know the contents of the Parent Handbook and abide by the policies of the Summer Discovery Program. 
 

Child’s Responsibilities: 
1.  Put belongings away neatly in the designated spaces when entering the Summer Discovery program area.   
2.  Always show respect for other people and keep hands to yourself. 
3.  Always show respect for others’ property. 
4.  Be polite in words and actions - no put-downs or foul language. 
5.  Participate in all planned activities during the day. 
6.  Pick up area before moving to another activity. 
7.  Only use equipment that is Summer Discovery Program property. 
8.  Use outdoor equipment safely.  Rocks and sticks should stay on the ground. 
9.  Use balls in the designated areas only. 
10. Run only when it is part of an activity or safely outside. 
11. Walk quietly and orderly in the community center halls. 
12. When eating, one should sit, use good table manners, use a quiet voice, cleanup and wait to be excused. 
13. Have permission from a staff person to leave the care area. 
 

Behavior Plan  
The goal of discipline and guidance techniques in child-care programs is to help children develop safe and 
appropriate ways of interacting with others and the environment.  With this goal in mind, we need to know 
that the parent and child understand that inappropriate behavior will not be tolerated.  The Summer Discovery 
Program staff will use the following steps to address inappropriate behavior. 

Step 1: Redirection to correct the behavior; staff and child will discuss the behavior and why it is  
not acceptable. 

  Step 2: If behavior continues, staff will continue to redirect and a written report will be filled out. 
    Copies will be given to the parent and placed in the child’s file. 

Step 3: If corrective techniques are unsuccessful, parent will be called for a conference concerning  
the child’s behavior. 

Step 4: If corrective techniques are still unsuccessful, you will be asked to withdraw your child   
from the program. 

A behavioral situation may occur where a parent may need to pick up their child from the program.  If it appears a child 
may hurt themselves or others, the Summer Discovery Program staff may restrain the child.  The Summer Discovery 
Program reserves the right to expel a child from the program without warning if that child poses physical or emotional 
harm to other participants. 
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FIELD TRIPS  
 

Summer Discovery Field Trips 
1.  All children attending Summer Discovery on a field trip day will be expected to attend the field 

trip unless prior arrangements are made with the Summer Discovery Coordinators.   
2.  An all-disposable lunch must be sent on field trips or a Summer Discovery lunch must be 

purchased 
3.  Bringing money on field trips is discouraged.  There will be a few field trips where extra money is 

allowed and parents will be notified of this the Monday before.  Summer Discovery staff will not 
be responsible for any money brought on field trips.  

4.  Summer Discovery T-shirts must be worn on all Summer Discovery Field Trips.  T-shirts will be 
provided at the beginning of the program at no additional charge.   

5.  Departure and return times will be posted at the check in table and are also listed in the  
     summer calendar.  Please drop your child off fifteen minutes prior to the departure time. 
6.  If your child does not normally attend a field trip day, they must have prior approval from the  
     Site Coordinator to attend.    
7.  There is no extra fee for Summer Discovery Field Trips. 
8 Field Trips will be held on Wednesdays. 
9 If your child arrives late for the field trip or cannot attend the field trip due to an early pick-up or a 

conflict during the field trip the child may stay back.  All children are required to go on the field 
trip unless one of the above situations apply.   

 
Fantastic Friday Field Trips  
Friday trips are scheduled throughout the summer June 18 through August 6.  Buses pickup the 
children from the site.  Children are chaperoned by Shoreview Parks and Recreation staff.  Fees and 
other information on Friday Trips is included in the enrichment packet and will also be available at 
the check in table at the Summer Discovery site.  Participants must register for Friday Trips by the 
predetermined registration date listed in the enrichment packet.   

 
 


