
20 

 

Quick Reference Numbers  
Recreation Supervisor - (217) 345-6897  

Day Camp Phone - (217) 508-6263  

Carl Sandburg Elementary - (217) 639-4000  

 

 

Sign up for Day Camp notifications!  

1. Go to http://www.remind.com/join/dccprd16  

2. Enter in either your phone number for text messages or email 
(however you would like to be notified of  changes to Day Camp or 

reminders)  

3. A verification code will be sent in either a text message or con-
firm the email.  

4. Enter the verification code or confirm the email and you will be 
signed up to receive alerts! 

   

 

Summer Day Camp 
Parent Handbook 

Charleston Parks & 
Recreation Department 
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Recreation Staff 
Brian Jones – Executive Director 

Kaylie Pruett– Recreation Supervisor 
C.J. Applegate – Athletic Supervisor 

Diane Ratliff – Tourism & Special Events Supervisor 
Kandy Sager – Business Manager 

 
Recreation Board Members 

Ken Baker - Commissioner 
Brett Lockart - Commissioner 

Bill Moore - Commissioner 
Donnagene Quivey - Commissioner 

Tory Wilson - Commissioner 
 

Parent Cheat Sheet 
What to Bring: 

 

 Sunscreen 

 Weather appropriate clothing 

 Tennis shoes 

 Swimsuit 

 Towel 

 Lunch 

 Two Snacks 

 Plenty of Fluids 

Electronics or Items Brought From Home Policy 

The Charleston Parks and Recreation Department is not   
responsible for lost, damage, or stolen electronic devices or 
items brought from home that are brought to Day Camp. 

Day Camp employees are not responsible for electronics or 
items brought from home as well. Please use your own 

judgement in bringing these items to camp as we are not   
responsible for them. 
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Food Information 
Please make sure your child has a sack lunch, two snacks, and plenty to 
drink everyday.  Lunchtime is at 11:30am and we frequently have one 
snack in the morning and one in the afternoon.  Your child may bring 
change to buy soda from the machine at the park for lunch.  If you wish 
to send snacks for the whole group, please speak with program staff 
first.  If your child has any dietary restrictions or allergies, please indicate 
so in the “Participant Information Packet” and speak with program 
staff. 

 

Photograph Policy 
Frequently, the Charleston Parks and Recreation Department takes pho-
tographs of people enjoying programs, special events, or parks and facil-
ities.  These photographs are for the Charleston Parks and Recreation 
Department publications and recreation brochures.  They are used at the 
Charleston Parks and Recreation Department’s discretion and become 
its sole property.  If you do not wish for your child to be photographed, 
please indicate so in the “Participant Information Packet”. 
 

Suspected Abuse or Neglect 
As recreational personnel, all Day Camp staff are mandated reporters.  
In accordance with the procedures set forth in The Illinois Abused And 
Neglected Child Reporting Act, any Day Camp staff having reasonable 
cause to believe that a child known to them in their professional capaci-
ty may be an abused or neglected child shall immediately report the mat-
ter to their supervisor and to the Department of Child and Family Ser-
vices (DCFS). 
 

Release of  Information 
Information about a child or his/her family will not be released to any-
one other than Day Camp staff at any time unless prior permission is 
given in writing to the Recreation Supervisor. 
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Payment Schedule for Summer 2016 
 

Week Of:      Due Date 
 

May 31 - June 3     May 27 
 

June 6 - June 10     June 3 
 

June 13 - June 17     June 10 
 

June 20 - June 24    June 17 
 

June 27-July 1     June 24 
 

July 5 - July 8     July 1 
 

July 11 - July 15     July 8 
 

July 18 - July 22              July 15 
 

July 25 - July 29     July 22 

 

August 1 - August 5    July 29 

  

August 8 - August 12    August 5 

 17 

 

 
 

Weather 
 

Clothing 
Day Camp is held outside at Morton Park throughout the summer.  
Please make sure your child is dressed appropriately.  It is often slightly 
chilly in the morning underneath the pavilion, so please either dress your 
child in layers or send a light sweater.  To decrease injuries, please do 
not send your child in open toed shoes (these are only admissible when 
at the pool). Tennis shoes are required! 
 

Rain & Lightning 
If light rain showers appear, Day Camp will remain at Morton Park and 
will stay under the pavilion.  For severe weather while we are at the park
(thunder, lightning, etc.), Day Camp will move to either Carl Sandburg 
Gymnasium or City Hall Basement, depending on availability. If we are 
at Carl Sandburg gym, please use the brown doors located on the west 
side of the gym (facing the playground) for pick up.  For severe weather 
while we are at the pool, children will exit the pool and take shelter in 
the Birthday Party room inside.  You may either come to the back gate 
as usual or enter through the front.  For those registered, we will 
send a text notifying you any location changes. 
 

Sun & Heat 
As stated above, Day Camp is held outside throughout the summer.  
Please send sunscreen with your child!!  On hot days, your child can 
bring extra clothes, a bathing suit, and/or a towel as we often play water 
games.  Please notify staff if you would prefer your child not to get wet on a particu-
lar day. Unfortunately, at this time, the Charleston Parks & Recreation 
Department does not have access to a large air conditioned indoor facili-
ty.  During extreme heat waves, Day Camp will typically move to City 
Hall to stay cool and play indoor games.  If outside, we will continue to 
play water games and make extra field trips to the swimming pool.  
There is an air conditioned room available at the pool for campers who 
wish to utilize it. 
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Activities 
The Day Camp activity schedule is planned to provide a variety of recre-
ational opportunities that include:  sports, arts/crafts, games, reading, 
guest speakers, field trips, and free time.  During free time, children are 
urged to pursue their favorite activity or spend time on the playground 
equipment.  Theme weeks will be set and activities are geared towards 
that weeks theme. We ask that you do NOT bring electronic games or 
toys. We provide the entertainment! 

 
Field Trips 

Each week, Day Camp goes on field trips to various locations in and 
around the Charleston area. All planned activities and field trips are 
listed in the weekly Activity Schedule available at Sign-In and/or 
emailed to all parents. 
 
We leave the park at the exact time listed for each field trip. Day Camp 
T-Shirts are required on all field trips.  We will notify you if other items 
are needed (e.g. socks, swimsuits, etc.). On field trips, we ask that you 
keep your child’s spending money to a minimum.  Each camper will 
carry his/her own money.  Camp Counselors are not responsible for any 
money you send.  We try to return, as promptly as possible from field 
trips.  If we will be returning after the expected time, we will notify par-
ents as soon as we can.  If you would like to come along on any of the 
field trips, please speak with Kaylie Pruett by phone at (217) 345-8498. 
 

Pool Days 
Pool Days are Tuesdays and Fridays unless otherwise indicated.  On 
pool days, we travel to the Rotary Community Aquatic Center in the 
Recreation Department van between 12:15 and 12:45.  You will still 
need to pick your child up at your scheduled time. (This is 3:30 or earlier 
for Day Campers; 5:30 or earlier for Post Campers.)  Pick up is at the 
North Parking Lot.  Please come to the gate and a staff member 
will unlock it and let you in.  We typically have one or two snack/rest 
breaks while at the pool.  Campers may bring money to purchase snacks; 
however, if this becomes an issue, we will no longer allow this option.  
Campers are responsible for their own money.  Please make sure your 
child comes with sunscreen and remind him/her to reapply while at the 
pool.  Children must wear a lined swimsuit and have a signed permis-
sion slip in order to swim at the pool. 
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Dear Parents/Guardians: 
 
Welcome to the Charleston Parks and Recreation Department’s Sum-
mer Day Camp! 
 
Day Camp is a program designed to meet the summer day care needs 
of children from first through sixth grade.  The program is designed 
to provide a safe, fun, and nurturing environment for students by 
guiding them through various recreational and educational activities. 
 
The Parent Handbook is here to familiarize parents/guardians with 
the practices and policies that are used at Day Camp.  Please be sure 
to read it carefully and thoroughly.  This manual explains many facets 
of the program that may not ordinarily be discussed. 
 
I sincerely believe communication between the staff, parents, and my-
self is vital.  If you have any questions, concerns, or suggestions, 
please feel free to call me at the Charleston Parks & Recreation De-
partment. 
 
Thank you for joining Day Camp.  The staff and I look forward to 
meeting you and your child(ren)! 
 
Respectfully, 
 

Kaylie Pruett 
 
Kaylie Pruett 
Recreation Supervisor 
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Program Philosophy 
 

The Summer Day Camp is committed to providing an environment that 
is safe, fun, nurturing, and stimulates curiosity and new knowledge.  
Through the program, children learn to use leisure time to the best of 
their ability.  The program provides summer day care and recreation at a 
minimal cost to parents/guardians through a wide range of planned ac-
tivities to meet the interest and skill levels of all the children. 

 

Program Information 
 

The Charleston Parks and Recreation Department hires, trains, and su-
pervises the Day Camp staff and is responsible for the program as a 
whole; however, Day Camp is held at Morton Park.  Day Camp operates 
from 7:30am until 5:30pm, Monday through Friday. Unfortunately, we 
are unable to provide the program on national holidays such as Memori-
al Day and Independence Day. 

 

Day Camp Site Location 
 

Morton Park, West Pavilion 
1215 Division St. 

Charleston, IL 61920 
(217) 345-4812 

 
 

Day Camp Contact Information 
  

Charleston Parks & Recreation Department 
520 Jackson Ave. 

Charleston, IL 61920 
*Office: 217-345-6897* 

Fax: 217-348-8514 
 

*Day Camp Phone: 217-508-6263* 
*For your ease of use, please program these numbers into your cell phone, if 

you have one.* 
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Health and Safety 
 

Medication 
In the event a child needs medication administered while at Day Camp, 
the parents must do the following: 

A.  Communicate the need to the Recreation Supervisor. 
B.  Complete a “Permission to Give Medication” form. 
C.  Put all directions in writing on the designated form. 
D.  Provide medication in proper container and dosage. 
E.  Give medication to the Day Camp staff. 

If your child has any special medical needs, please provide detailed in-
formation in the “Participant Information Packet” and follow up with a 
phone call to the Recreation Supervisor. 
 

Illness 
If your child is ill or has a fever, their participation in Day Camp is dis-
couraged.  If a child becomes ill during the program, a parent/guardian 
will be notified and asked to pick up the child.  If the parent is unavaila-
ble, the emergency contacts will be called.  In the case of a contagious 
disease, please notify Day Camp staff immediately.  All parents/
guardians at that site will be notified as soon as possible.  Your coopera-
tion is appreciated. 

 

Medical Emergencies 
If a child is injured and requires more than basic first aid, Day Camp 
staff will first call 911 and then notify parents/guardians (or emergency 
contacts) of the injured child.  When the paramedics arrive, the injured 
child will be transported to the hospital.  Parents/Guardians will be re-
sponsible for the emergency medical charges for all services rendered.  
Your authorization for the program staff to secure emergency medical 
care for your child and your commitment for payment thereof is part of 
your registration agreement.  Charleston Parks and Recreation Depart-
ment employees are not permitted to transport injured parties in the 
Charleston Parks and Recreation Department vehicles or private auto-
mobiles. 
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Bullying, intimidation, or harassment on the basis of actual or perceived 
race, color, nationality, sex, sexual orientation, gender identity, gender-
related identity or expression, ancestry, age, or religion will not be per-
mitted at Day Camp. Physical or mental disability, order of protection 
status, status of being homeless, parental status, or any other distinguish-
ing characteristic is also prohibited during the following: 
 
1. While at Day Camp and/or on any Day Camp vehicle or means of 

transportation. 
2. While participating in field trips and other activities. 
3. While at any other Parks and Recreation program, activity, or facili-

ty. 
 
If bullying, intimidation, or harassment is perceived by or reported to a 
staff member, staff will intervene immediately. Parents/guardians of 
both parties will be notified and informed of the situation. A conduct 
report will be completed for the aggressor, as well as a corrective course 
of action developed in collaboration with parents/guardians. 
 

Behavior and Discipline 
All participants shall abide by program site policies and school rules.  If 
a child is misbehaving, the staff will step in and remove the child from 
the situation or redirect their focus.  In most circumstances, a simple 
warning curbs behavior problems; however, if a specific action contin-
ues to be a disruption, the following steps may be taken by Day Camp 
staff: 
 

 First verbal warning 

 Second verbal warning 

 First time-out 

 Second time-out 

 Discussion with Parent/Guardian 
 
Note: Staff may combine or vary discipline measures based on the severity of 

the transgression.  If, after taking these steps, the child’s behavior is still 
inappropriate, a conduct report will be given to the guardian to notify 
him/her of the behavior exhibited. After three conduct reports, we have 
the option of dropping the child from the program or suspending him/
her for 3-5 days.  This will be done at the discretion of the Recreation 
Supervisor.  No refund will be issued. 
 
Bullying, Intimidation, and Harassment Policy adapted from the Charleston Unit School District #1 
Board of Education Policies. 
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Enrollment & Admission 
 

Enrollment is on a first come, first serve basis open to any child entering 
grades first through sixth, provided the program can meet the needs of 
the child.  If the program is full, additional registrants will be placed on a 
waiting list.  Each year, parents/guardians need to fill out a Participant 
Information Packet and Program Waiver, unless we already have one on 
file.  These completed items, plus one week tuition, will constitute regis-
tration and must be returned to the Charleston Parks & Recreation De-
partment. 
 

Information Updates 
If at any time the participant or parent/guardian’s telephone number, 
address, or other pertinent information changes, please notify the appro-
priate staff immediately. 
 

Statement of Non-Discrimination 
Enrollment in the program shall be granted without discrimination with 
regard to sex, race, color, creed, or sexual orientation. 
 

Non-Acceptance 
A participant may not be accepted into the program if: 
 

 Parent/guardian fails to return or fully complete the registration 
forms. 

 Parent/guardian has a previous overdue balance on their ac-
count at the Charleston Parks & Rec. Dept. 

 Minimum payment is not made at the time of registration. 

 Behavior of the participant is disruptive to the program. 
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Day Camp Enrollment Options 
 

In order to accommodate as many parent/guardian needs as possible, 
Day Camp offers a variety of different enrollment options and fees. 
 

Weekly Full-Time 
Your child is enrolled for the entire week from 7:30am-5:30pm. The 
cost would be $125/week. The balance for each week is due by the Fri-
day preceding the week in which your child is attending Day Camp.  
Weekly due dates are indicated on the Payment Schedule located on 
page 4.  You are responsible for your weekly balance, as we do not 
send reminders. 

 

Weekly Part-Time 
Your child is enrolled in Day Camp for the entire week from 7:30am-
3:30pm. The cost of this is $100/week. The balance for each week is 
due by the Friday preceding the week in which your child is attending 
Day Camp.  Weekly due dates are indicated on the Payment Schedule 
located on page 4.  You are responsible for your weekly balance, as 
we do not send reminders. 
 

Scheduled Days 
Your child is enrolled in Day Camp on specific days selected by the 
parent/guardian.  The cost of this is $30/day. These days need to be 
scheduled and paid for by the Friday preceding the week in which your 
child is attending. No refund will be provided for day-of cancellations 
(e.g. sick child, emergency, etc.). You are responsible for your sched-
uled payments, as we do not send reminders. 
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Code of  Conduct 
 

All participants are expected to exhibit appropriate behavior at all times 
while participating or attending any program or activity sponsored by the 
Charleston Parks and Recreation Department.  This includes participa-
tion in Day Camp or any program/facility we attend.  The following 
guidelines are designed to provide safe and enjoyable activities for all 
participants. 
 
Participants shall: 
1.    Show respect to all participants and program staff/supervisors. 
2.    Follow directions from program staff/supervisors. 
3.    Refrain from using abusive or foul language. 
4. Refrain from causing bodily harm to self, other participants, or  
       program staff/supervisors. 
5.    Refrain from damaging equipment, supplies, and facilities. 

 
Bullying, Intimidation, and Harassment Policy 

For purposes of Day Camp, bullying, intimidation, and harassment refers to 
any severe or pervasive physical or verbal act of conduct directed toward 
another person that has or can be reasonably predicted to have one or 
more of the following effects on the student’s physical, mental, or emo-
tional health: 

 
1. Placing the student in reasonable fear of harm to their person or 

property. 
2. Causing a detrimental effect on the student’s physical, mental, or 

emotional health. 
3. Interfering with the student’s ability to participate in or benefit from 

the services, activities, or privileges provided by Day Camp. 
 
Bullying, intimidation, and/or harassment may take various forms, in-
cluding, but not limited to: threats, stalking, physical violence, sexual 
harassment, theft, public humiliation, electronic harassment, destruction 
of property, or retaliation for asserting or alleging an act of bullying. 
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Communication 
 

Day Camp Phone 
The Day Camp cell phone can be called to let camp staff know of ab-
sences, alternative pick up arrangements, and to deliver important mes-
sages to your child.  Please keep conversations to a minimum so the 
phone will be available for emergency situations.  If you are unsure of 
where we are, please call the Day Camp phone! (217) 508-6263 
 

Text Alerts 
The text alert system will be used to notify parents of any important 
changes in location or schedule.  Go to the website stapled to the front 
of this manual and add in a phone number. Note: You cannot text the 
remind.com number back. Texts will be sent from the Day Camp phone 
(217-508-6263) or the remind.com number. Please be patient as we get 
the distribution list up to date. 
 
In signing up for the text alerts, participants agree to accept any and all 
charges accrued from text messages for the listed numbers.  He/She 
also agrees and understands that the phone numbers will not be re-
moved from the list until the end of summer or until a removal request 
is made.  Once the number has been removed, it will not be added 
again. 
 
Phone calls will NOT be made to individuals regarding changes 
in location (even if you do not register for the text alerts).  If you 
are unsure of where Day Camp is, please call the Day Camp cell 
phone! (217) 508-6263 
 

Home Problems 
If your child is having any issues at home, please keep us informed of 
any concerns, so we may be sensitive to your child’s needs.  The staff 
would like to work as a team with you and your family. Your input is 
vital to our accomplishing this goal. 
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Payment & Fee Information 
 

Method of Payment 
The following forms of payment are accepted: cash, check, or credit 
card (MasterCard or Visa).  Payments may be made in person, by mail, 
or by phone.  When mailing enrollment fees, please note on the enve-
lope, “Attn: Day Camp”.  All payments must include the child’s name.  
Please do not leave payments with Counselors at Day Camp. 
 

Payments can be made Monday - Friday 9:00am-5:00pm at: 
 

Charleston Parks and Recreation Department 
520 Jackson Ave. 

Charleston, IL 61920 

  
Late Fees 

Tuition is due on the Friday preceding the week in which your child will 
be enrolled. There will be a $10.00 per week late fee charged for pay-
ments made after the indicated billing date.  Failure to make timely pay-
ments will jeopardize your child’s space in the program.  Your child will 
be suspended from the program until proper payment has been made. 
 

Insufficient Funds 
There will be a $25.00 charge for all returned checks.  Only cash or 
money order will then be accepted as payment. 
 

Refund/Credit Policies 
No refunds or credits will be issued due to illness, family emergencies, 
or unscheduled cancellations.  Special requests will be given considera-
tion on an individual basis.  All requests must be made by telephone or 
mailed to the Recreation Supervisor. 
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Withdrawal Policies 
If you wish to withdraw your child from the program, notification must 
be made by mail or telephone to the Recreation Supervisor.  Fees will be 
pro-rated for participants withdrawing in the middle of the week.  
Scheduled days must be cancelled at least one business day before the 
desired cancellation date. 

 
Late Pick-Up Fees 

Any parent/guardian who arrives after 3:30pm or 5:30pm (depending 
on enrollment) to pick up their child will be charged a $10.00 late fee for 
every 10 minutes (or portion thereof) that they are late.  Frequent or 
reoccurring late pick-ups may result in suspension or termination from 
the program without refund. 
 

Field Trip Fees 
Summer Day Camp takes many field trips throughout the summer to 
places of interest in the Charleston area.  Typically, Day Camp covers 
the cost of field trips; however, if one is unusually expensive, the 
parent/guardian may be asked to provide a small fee.  For more infor-
mation about field trips, see Activities on page 16. 
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Attendance Policies 
 

Absences 
In order to help us plan activities and field trips, if your child is expected 
at Day Camp, but will not attend, notification is mandatory.  Please 
call the Day Camp cell phone or the Charleston Parks & Recreation De-
partment. If you call before or after business hours, please leave a mes-
sage with your name and your child’s name. 
 

Signing In/Out 
When a child arrives at Day Camp, a parent/guardian must initial next 
to their name on the Sign In/Out sheet.  When picking up their child, 
the parent/guardian must also sign out their child by initialing and indi-
cating time of pick-up on the Sign In/Out sheet. 
 
The staff will not release a child to an individual who is not listed in 
your child’s information packet.  Staff have the right to ask for picture 
I.D. if they are unsure. If you need to send an individual to pick up your 
child who is not listed on the information forms, you must call the 
Charleston Parks and Recreation Department to inform the Recreation 
Supervisor. 

 

Walk Home 
Participants will not be allowed to leave the program unescorted unless 
the parent/guardian provides a written letter to the Day Camp Staff.  
This gives the staff permission to release the child at the designated time 
to leave the program unescorted. 
 

Unclaimed Child 
If a participant is at the site beyond 6:00 p.m. and Day Camp Staff is 
unable to reach a parent/guardian, the emergency phone numbers will 
be called and the designated individual will be asked to come pick up the 
child.  If we are unable to reach anyone at the emergency numbers, the 
Charleston Police Department will be called to pick up your child from 
the program.  Should a participant be removed from the site, a notice 
will be left for the parent/guardian.  Please note that the program staff 
cannot transport any of the participants. 


