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Dear Parents,

We are glad that you chose to send your students to SHINE! Our staff is 
excited to work with your family to provide a fun, safe, enriching, and 
exciting after-school experience.

This is our 30th year serving parents and children in the community. Each 
year brings new and exciting activities and people that make SHINE the 
family-like environment we know and love.

The SHINE Parent Guide was created to inform you of our typical daily 
schedule, some special events, program policies, and procedures. Please 
keep this in a convenient place to reference throughout the school year.

Please review the parent guide in its entirety, and note the form on the last 
page of this packet, which should be completed within the first week of 
school. Please call us with any questions you have or come by for a visit to 
experience SHINE firsthand!

Warm Regards,

The SHINE Director



Getting Ready
Contact Information

The SHINE Leadership Team

Cooper Akridge

Director

shine@campsonshine.org

Alex Graham

Lead Teacher

shine@campsonshine.org

Staffing and Parent communication, behavior 
concerns and escalation, overall program quality 
and logistics, registration, administration, billing 

& schedule changes

Calming Tent, pertinent parent communication, 
program scheduling, and logistics

Additional Contacts

Camp Sonshine Parent Services – info@campsonshine.org
Year Round Events – yre@campsonshine.org (School Holiday Events only)

Hours (Subject to Change)

Normal Operating Hours

AM: 7:00 a.m. – 9:00 a.m.

PM: 3:00 p.m. – 6:30 p.m.

Early Dismissal Hours

AM: 7:00 a.m. – 9:00 a.m.

PM: 12:00 p.m. – 6:30 p.m.**

Two Hour Delay

AM: 9:00 a.m.-11:00a.m.

School Holiday Events

7:00 a.m. – 6:30 p.m.

Snow Day Hours

Hours dependent on the status of the building 
and parking**

** Parents will receive an email that details specific hours that could change due to extenuating 
circumstances

mailto:info@campsonshine.org
http://campsonshine.org/


Philosophy Statement
SHINE Before and After School Care aims to provide excellent child care before and after school, on 
half-days with school early releases, and during the full program during school closures. The 
Children, in grades kindergarten through 8th grade, are cared for in a safe, enjoyable, and supportive 
environment. SHINE emphasizes the children’s social, emotional, physical (fine and gross motor 
skills), and cognitive growth while focusing on their talents and needs. The SHINE staff is dedicated 
to developing the student’s spirit, mind, and body of youth through structured programming, learning 
projects, and the building of meaningful relationships.

SHINE is an educationally structured program. Students are given opportunities for school support 
(like homework help), sports and team activities, play, and club options every week.

We make a special effort to develop a program tailored to meet the needs of our students as 
individuals. SHINE provides a variety of positive, healthy, and interesting activities that instill a sense 
of belonging, usefulness, influence, and competency.

Non-Discriminatory Policy

SHINE is open to all families regardless of race, religious affiliation, cultural heritage, political beliefs, 
national origin, disability, marital status, financial status, or sexual orientation. SHINE embraces the 
differences in our community and strives to foster an understanding and appreciation of all.

Inclusion at SHINE Before and After School Care

Guidance from Maryland EXCELS states, “Inclusion means inviting all children to participate in a child 
care program and intentionally planning for ways to help each and every child be successful, 
regardless of his or her ability levels. Maryland EXCELS standards encourage participating programs 
to: understand the individual needs of all children; value and appreciate individual differences; assist 
in providing experiences that build skills and confidence; understand, utilize, and share community 
resources; provide equal opportunities and rights for all; and build partnerships through collaboration.”

The SHINE Before and After School program can meet with families individually to assess if our 
program can accommodate the students’ needs after conversation and evaluation before enrollment. 
We will be open and honest with our communication while considering accommodations and 
collaborations in the following ways:

Special needs:
If enrolled, SHINE will work with parents to go through an interview and test-day procedure to 
get students acclimated with the SHINE environment, staff, and routines

A Maryland-certified special education teacher will be part of every interview
Interviews provide a great opportunity to help both students and staff build relationships 
that will facilitate an easier transition to SHINE

All planned activities take into consideration the individual children in each group at SHINE, 
meaning that they will be inclusive of all abilities



SHINE staff are open to and recommend collaborating with IEPs, 504s, BIPs, and any other 
legal accommodations that students receive in the school setting

Educational differences:
Monday through Thursday afternoon sessions allow for SHINE students to take time to work 
on homework and school work. Staff are on hand to provide accommodations and assistance 
with academic work
Again, SHINE staff are open to and recommend collaborating with IEPs, 504s, BIPs, and any 
other legal accommodations that students receive in the school setting

Physical Impairments and/or Disabilities:
All SHINE locations are handicap accessible to allow students to access all areas of the 
facilities All planned activities take into consideration the individual children in each group at 
SHINE, meaning that they will be inclusive of all abilities

Alternate activities are planned for students who need additional or temporary physical 
accommodations

SHINE staff are open to and recommend collaborating with IEPs, 504s, BIPs, and any other 
legal accommodations that students receive in a school setting

Specific Health Care Needs
There will always be at least 3 staff members present at SHINE who are first aid and CPR-
certified
All planned activities take into consideration the individual children in each group at SHINE, 
meaning that they will be inclusive of all abilities

This includes alternative snacks provided for students will dietary or allergy restrictions

Students who require medication (or emergency medication) to be kept at SHINE or 
dispensed at the center will need to provide a doctor’s authorization for our certified SHINE 
staff
We will individually communicate with families for guidance on dispensing any and all 
medications to students



Licensing Agency

SHINE is licensed by the Maryland State Department of Education’s Office of Child Care. This 
organization mandates us to uphold all the rules and regulations set forth by the state and county’s 
expectations for school-age childcare licensing.

Staffing
Quality staff is critical to our program. We always maintain the state standard of a 1:15 staff-
to-student ratio 
Staff members must meet the Maryland State Department of Education standards, including a 
criminal background check, specified training, experience working with school-age students 
as well as specific standards curated by our Leadership Team
Each center will always have a CPR & First Aid certified staff person. Parents should receive 
a phone call, text message, or email every time First Aid Personnel sees their child

Volunteers
SHINE utilizes volunteers who serve in addition to our trained, certified, and background-
checked staff members
Every volunteer must meet the Maryland State Department of Education standards including 
a criminal background check
Volunteers will remain in the presence of the staff while your students are present at the 
program

Staff Training

The Office of Child Care requires every staff member to take a 3-hour Americans with Disabilities Act 
course. This teaches the standards SHINE and every child care center must take to provide access 
and accommodations within our means to every child and their families. Overall, SHINE staff 
welcomes students and families from all backgrounds, cultures, and abilities.

At the minimum, the SHINE center follows the mandates of the state and the content described 
within the MSDE-regulated ADA class
The center maintains and ensures the staff interactions, building, curriculum, materials, and play 
areas are accommodating and accessible to students with and without disabilities unless SHINE 
lacks the means and resources necessary to meet the specific needs of an individual

Staff will enforce that students with disabilities or special needs are welcomed, accommodated, 
and have the resources to make the center uninhibited for our students’ growth, development, 
and enjoyment of the program
The director will convey any information from meetings with an individual’s parents regarding 
accessibility to you to ensure you can fulfill SHINE’s standard of excellence and engagement 
with the students
We want to collaborate with your family to provide the best inclusive opportunity possible for all 
students at SHINE, so please contact us and reach out with any questions or concerns!



Tuition, Enrollment/Capacity Structure, & Fees
Monthly Tuition Pricing

Attendance Pattern Monthly Cost Payment Due Date

AM $325/month 1st of each month

PM $450/month 1st of each month

AM & PM $650/month 1st of each month

*Please note that all tuition commitments are monthly and all fees incur on the 1st of each month.

The Full-Time Rate covers all MCPS Early Release Days, Year Round Event School Holiday 
Events, Snow Days, & All Normally Scheduled Transportation. We also offer a Drop-In rate for $65 

each instance. This includes regular days of the school year and School Holiday Events.

SHINE Enrollment and Capacity Structure
SHINE Before and After School Care only has the full-time enrollment package for the entire year. 
Families may opt to send students partially during the week, month, or year, but the tuition rate will 
remain the same regardless of attendance.

SHINE’s capacity will begin the year with 20 student slots. Once those are filled, we will start a 
waitlist. Upon enough student sign ups, we will increase our enrollment capacity. As we secure 
additional staffing, we will expand enrollment in groups of 10.

Once 10 additional students enroll on the first waitlist, our capacity will increase to 30
After another 10 students enroll on the next waitlist, our capacity will open to 40
If another 10 students enroll on the next waitlist, our capacity will expand to 50

If you have questions about this process, please email shine@campsonshine.org.

Fees
Late Fee: After 6:30 p.m., an $1.00 per minute per student will be charged for every minute of 
additional care provided by our staff members. (Ex. A late pick-up at 6:42 p.m. for one student 
would result in a Late Fee of $12.00.) You must pay late fees in either cash or a check made 
out to the staff member on duty immediately. Failure to pay late fees or recurring instances of 
lateness may result in dismissal from the program and being barred from registration in any 
Camp Sonshine Programs.

Holiday & Absence Policy: to continue to pay our staff for a well-deserved break, we employ a 
monthly payment plan based on enrollment, not attendance. Our Holiday Break, 
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Sick Days, and other absences will not be refunded. We understand that some families may be 
experiencing financial hardship during this confusing time so please reach out to see if we can 
assist in any way.
Howard County/Private School Emergency Closures: If a school is closed due to an 
emergency, we may be able to provide care. If staff are available outside of normal operating 
hours (This includes scheduled half-days and full-days), we could be able to provide care and 
transportation at these rates: If your student typically attends that day of the week, it would be a 
cost of $18/hr for the additional hours needed outside of operating hours. If your student does not 
attend SHINE that day, it would cost $65 (drop-in rate) and $18/hr for the additional hours 
needed outside normal operating hours. Normal operating hours: 3:00 p.m. – 6:30 p.m.



Child Absence, Health and Safety, Withdrawal, and 
Dismissal
Please give advance notice to your child’s group leader or the director by phone, email, or in person if 
your child will be absent from the program. This communication keeps our vans and buses on 
schedule. It also gives the staff peace of mind if someone in their group doesn’t arrive. Please notify 
the director if your child will be absent for an extended period.

If your child does not attend school for any reason, whether for an illness or any other absence, they 
will not be permitted to attend SHINE that day. This is in accordance with MSDE licensing regulations.

If your student arrives from school ill or becomes ill/injured while at SHINE, a staff member will notify 
you or an emergency contact. Together, they will determine whether the child should stay at SHINE or 
go home. Any child exhibiting the following symptoms need to be picked up: fever, strep throat, 
earache, head lice, nausea, vomiting, diarrhea, Chicken Pox, Measles, or other contagious rashes, 
Conjunctivitis (pink eye), an injury requiring a physician’s care, or an instance when the staff deems it 
for the child’s best interest.

We understand leaving work to tend to your child at home is difficult. However, children cannot attend 
SHINE if they did not attend school that day with illness or injury. Please cooperate regarding all 
SHINE illness and injury policies to protect your child and the other students.

Please provide written notice of your child’s withdrawal from SHINE at least two weeks before 
their last day. Any tuition refunds must be requested in writing and are subject to director 
approval.



Transportation Details
Elementary Schools We Serve:

Cloverly Elementary School
Fulton Elementary School
Olney Elementary School
Sherwood Elementary School
Stonegate Elementary School
William Tyler Page Elementary School

Middle Schools We Serve:

Briggs Chaney Middle School
Farquhar Middle School
Rosa Parks Middle School
White Oak Middle School

SCHOOLS ON THIS ROUTE
MODE OF 

TRANSPORTATION

PICKS UP FROM 
SCHOOL AT…*

Briggs Chaney Middle School MCPS School Bus

Farquhar Middle School Camp Sonshine Van 3:00 p.m.

Cloverly Elementary School MCPS School Bus

Sherwood Elementary School Camp Sonshine Van 3:45 p.m.

White Oak Middle School**** Camp Sonshine Van 3:00 p.m.

Rosa Parks Middle School Camp Sonshine Van
3:00 p.m.

Fulton Elementary School Camp Sonshine Van
3:55 p.m.

Olney Elementary School Camp Sonshine Van
3:30 p.m.



Stonegate Elementary School Camp Sonshine Van
3:25 p.m.

William Tyler Page Elementary 
School

Camp Sonshine Van
3:20 p.m.

*Schools are subject to change. For schools outside of this list, parents can contact 
shine@campsonshine.org inquire about adding the location for pick up. Consideration for additional 
pick up locations is based on distance from the center and guaranteed enrollment of multiple 
students.
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Calendar
SHINE Before and After School Care loosely follows the Montgomery County Public School 
schedule for dates such as closings, early releases, etc.
SHINE hours are still subject to change based on emergency weather closures and changes in 
the MCPS school calendar mid-year
SHINE will be closed on all Federal Holidays and on days when the Federal Government and 
MCPS are closed
SHINE will be open on days that schools are closed but the Federal Government is open
If our partner facility, LWICC, is closed for the day and the building is inaccessible. SHINE will be 
closed during those times.



Scheduled and Unscheduled Closings
Half Days (Early Release Days) – 12:05 PM—6:30 PM

These are days when Montgomery County Public Schools release students early. Vans/buses will 
pick up students as soon as school is out. Children should bring their own lunch if they were not 
served lunch at school. Snack will be provided as usual. Special event theme days are planned and 
homework time may not be scheduled on these days.

**School Cancellations 7:00 AM—6:30 PM

(i.e. snow days, weather-related emergencies)

These are days when Montgomery County Public Schools are closed for inclement weather or poor 
traveling conditions. SHINE WILL NOT provide transportation on these days. Activities may include 
crafts, games, sledding and lots of outdoor play, so dress warm! Children should bring their own sack 
lunch on these days; an afternoon snack will be provided. Always email the SHINE Office 
shine@campsonshine.org to confirm our hours of operation for the day, prior to dropping off your 
children.

**Days schools close early due to poor weather, SHINE may provide transportation based on road 
conditions, and will notify parents of the appropriate closing time.
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School Holiday Events (Year Round Events)
School Holidays 7:00 AM—6:30 PM

SHINE Before & After Care hosts full-day events on select scheduled days when Montgomery County 
Public Schools are closed for reasons besides a federal holiday. These dates are included in their full-
time tuition. Children will participate in field trips and other group activities such as going to the zoo, 
parks, museums, and more. Afternoon snack will be provided and children should bring their own 
sack lunch for the day. Additional money may be sent for children on trips to buy souvenirs, snacks, 
or lunch depending on the location of the field trip. We suggest sending no more than $5-$10 with 
your child. Field trips can happen any time between 9:30 AM to 3:00 PM. Please reach out to 
shine@campsonshine.org for more details on these events.

On these Full Days, parents should note any departure times for the field trips to avoid missing the 
bus or the van.

mailto:yre@campsonshine.org
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SHINE Day to Day Operations
Daily Schedule

7:00am—9:00am Arrival/Breakfast/Games/Dismissal: Students are dropped off before bus or van 
departure time. Parents should aim to drop off at least 10 minutes prior to van/bus departure. SHINE 
leaders organize breakfast, organized games, and activities that student can participate in before they 
leave for school. 

3:00pm—4:30pm Arrival/Snack Time: Students arrive between 3:00pm and 4:30pm daily. During 
this time, students have the opportunity to participate in playground games, big room games, board 
games, crafts, and more. Juice and a snack is served everyday when students arrive.

*4:45pm—5:15pm Homework Time: Students are divided into groups by grade level with a specific 
leader trained to help maintain a quiet working environment and be available to assist students with 
questions regarding their assignments. If students do not have homework, they are asked to work 
quietly on something else such as reading or drawing until their activity time begins. We also have a 
variety of education resources available.

*5:15pm—6:00pm Group Activity Time: Group leaders plan fun and interactive activities for all the 
students in the group. Activities range from big room games to arts and crafts, team building, cooking, 
sports, playground time, and much more! STEM, Coding, and Arts Enrichment programs will also be 
available for students to experience.

6:00pm—6:30pm Departure: Students are given a chance to burn off any more energy they have 
playing group games or just relaxing in our hang out room until their parents arrive.

*Schedules may vary slightly according to your child’s group.

Friday Club Electives

On Fridays, our elementary school groups have a chance to participate in Elective Clubs from about 
4:30-6:00 PM. Each week, children will have the chance to choose from a new group of activities to 
participate in during this time. Clubs in the past have included football, science, and no-bake cooking; 
the possibilities are endless! This is a great opportunity for the kids to choose what they want to do 
regardless of what grade or group they are normally in. It also allows them the chance to be in a 
group with a different leader. We do not offer homework time on Fridays. (If you would like your child 
to have homework time on a Friday please contact your director and we can arrange a quiet place for 
them to work.)



Snack & Nutrition 

As part of our after school program, SHINE Before and After School is able to provide snack to all 
attending students. SHINE follows the MSDE and USDA recommended portions and meal pattern 
requirements for school-aged students for snack (see chart below). Should your student have dietary 
or medical restrictions, an alternate food can be provided.

We work to provide a nutritious variety of foods to our students to keep them healthy and active while 
with us!

Physical fitness

Physical Development: We encourage our students to participate in activities that challenge 
their physical abilities at a level that makes sense for each child and age group. Our active 
lesson plans engage physical fitness, health, and wellness. We understand that children need to 
be able to move around and get their energy out after a long day of school, so we strive to give 
them as many opportunities as possible while maintaining our safety policy.

SHINE takes a trip outside every day to encourage health, wellness, physical fitness, and 
appreciation of nature. It has access to playgrounds, simple sports equipment, and various other 
manipulative items to help get our students active. We also have a daily activity, such as Sharks 
and Minnows, What Time Is It Mr. Fox, or Four Corners that engage the students in a fun way 
either outside or inside to encourage physical movement, along with maintaining a meal plan that 
fits the nutritional needs of the children



Special Event for Students and Parents
In the winter before the year ends, SHINE hosts a special event on the last day of SHINE for kids and 
parents.

SHINE Christmas Party

Students and staff put together a movie night for the parents. Food and drinks will be available for 
purchase. All the proceeds from our concession stand go towards Camp Sonshine International 
scholarship funds and the after-school program.

Details for Parents
Drop Off & Pick Up

Morning Drop Off:

Parents may drop off  as early as 7am. Please arrive at least 10 minutes before county bus or 
Camp Sonshine van route departure time so you do not miss transportation. If you are running 
close to scheduled departure time please inform us you are on your way as we can communicate 
if you will miss the bus or van. If you do miss the bus or van you will be responsible for taking 
your student(s) to school. 

Afternoon Pick Up:

Parent pick up begins at 4:15pm. Please note, if you are wanting to pick up your child prior 
to this time, arrangements will need to be made in advance. during Normal Hours and 12:00 
p.m. on Early Release Days
As you enter the grounds, drive along the sidewalk. Continue past the yellow speed bumps and 
follow the directional signs to the left. You will arrive in the back of the building next to the atrium 
with the red overhead awning. There is a blue a-frame sign with the center’s phone number.

When you arrive to pick up your camper, park in a spot and remain in your vehicle, and text the 
center phone departure number with your student’s name. A SHINE staff member will walk your 
child outside to their car. 

Additional Drop Off & Pick Up Details (Cont.)

On 2-Hour Delay Days, Snow Days and other emergency closures while SHINE is operating, 
parents can drop off their campers when convenient after SHINE opens. If SHINE opens any 
earlier or later than the normal time, we will inform parents accordingly.



Curriculum
The purpose of the SHINE Before and After School Care Program is to provide excellent child 
care after school finishes. Children in grades kindergarten through 8th grade, are cared for in a 
safe, enjoyable, and supportive environment.
SHINE emphasizes the social, emotional, physical (fine and gross motor skills), and cognitive 
growth of the children while also focusing on their talents and needs. Our SHINE staff are 
dedicated to developing the spirit, mind, and body of youth through structured programming, 
learning projects, and the building of meaningful relationships.
SHINE’s daily lesson plans and curriculum are tailored through Child curriculum classes, 
continuing education from the MSDE, lesson planning sessions with our teachers, and feedback 
from our students
We assess our age groups, individuals, and interests to help us create daily curriculum and 
lesson plans that are safe, inclusive and accessible, developmentally appropriate, and 
intellectually stimulating
SHINE utilizes materials to conduct structured lesson plans that still give room for students’ 
creativity and imagination. This is in addition to unstructured times that are conducive to your 
students’ growth and development

Child Assessment

SHINE consistently reviews the MSDE newsletters and is constantly learning through our annual 
curriculum and education to help observe student development physically, mentally, emotionally, 
and intellectually
We monitor and assess our students, according to our age-appropriate and accurate growth and 
development tools, including milestones, to maintain the program is fulfilling those needs and 
expectations, while still accepting the individuality and uniqueness of every child

We look to share how your child is progressing in all many facets as possible, including and how 
they are adjusting, especially if it is their first time either on the route to school, route to the 
program, or within the program
One option is our parent conferences and meetings where we can set up and discuss any 
individualized plans. We would provide updates on how your student is doing in and around the 
program
We can also implement “progress reports” where we send out a standardized template either at 
departure or in your student’s backpack that has unique feedback and updates on how your 
student is progressing with the various transitions at our program
We can regularly send an email that details your student’s progress, based on staff interactions, 
engagements, and observations that provide insight into how they are doing in the program

You can choose your preferred method and frequency of how and when you want these progress 
updates/reports. Let us know when you register or at any time post-enrollment



Communication
Getting in Touch & Conferences

Here at the SHINE Before and After School Program, we are a team and a family! We desire to work 
with you and support you and your students every step of the way. Our program plans to provide 
many opportunities to communicate with you regarding your child’s progress, possible concerns, 
updates to our program schedule, and overall important announcements and dates. We will speak 
with you confidentially and securely.

To ensure our parents and families know that they can reach our leadership team and staff, SHINE 
offers conferences to discuss you and your student’s needs for the program along with their 
experience as a whole. Our staff work diligently for our SHINE and Camp Sonshine teams. We ask 
that you schedule in advance if you need to speak more in-depth with our team. To schedule a 
conference, please contact our SHINE Parent Services team. Please email us at 
shine@campsonshine.org. You may also call 301.835.CAMP (2267).

In your initial communication, please express the times and dates that would work best for your 
family, whether you’d like to meet in person or talk over the phone, and if there is pertinent 
information we will need ahead of time to make the meeting efficient! We also ask for a brief 
description of the nature of our conference. Topics can range from any concerns to general progress 
reports for the development of your student. Our team will respond within 48 hours, within the 
workweek, to your request and schedule a meeting. 

Please note that SHINE keeps discussions, conferences, phone calls, or electronic communication 
confidential between you and our staff.
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SHINE Discipline Policy
SHINE FUNdamentals

1.  Use Kind Words
2.  Keep Your Hands, Feet, and Everything else to yourself.
3.  Be Respectful of Others.
4.  Keep a Positive Attitude.
5.  Have Fun!

Positive Behavior Practices

To support the great work being done in our schools, SHINE Before and After School Program 
implements a Positive Behavior Interventions and Support (PBIS) – a system utilized to improve 
student behavior through positive incentives.

What is Positive Behavior Interventions and Support (PBIS)?

PBIS is a process for creating safer and more effective programs. It is a systems approach to 
enhancing the capacity of programs to support all children by developing research-based, 
program-wide, and program behavior support systems. The process focuses on improving a 
program’s ability to support positive behavior for all students. Rather than a prescribed program,

PBIS provides systems for programs to design, implement, and evaluate effective plans. PBIS 
includes program-wide procedures and processes intended for all students and all staff in all 
settings.
PBIS is not a curriculum. It is a team-based process for systemic problem solving, planning, and 
evaluation.
We know that one of the cornerstones of positive behavior is empowering students to make their 
own choices so that they are better connected to the decisions they are choosing to make. This 
means that throughout the SHINE day, students will have choices about where they want to do 
activities, what activities they want to participate in, what snacks they to enjoy, and who they 
spend their time with.
Although there are some choices students can’t make – like when to get on the bus in the 
morning to go to school – SHINE will do its best to make as many options available as possible 
to encourage students to have autonomy in making the best decisions for themselves and 
others.
What does PBIS look like at SHINE?

We have adopted a unified set of rules. These rules define our expectations for behavior in 
our child care program, which is elaborated in the section below
As part of our PBIS process, the staff members use evidence-based practices to increase fun 
and decrease disruptions. To keep students on the rules in a positive manner, we do the 
following when teaching academics and behavior:

As staff, we will follow these practices

Constantly teach and refer to our program-wide expectations.



Provide students with more praise than correction.
Talk to students with respect using a positive voice tone.
Use pre-correcting, prompting, and redirecting as we teach.
Look for the positive first and provide positive, immediate, frequent, and explicit feedback.

Positive Behavior Reinforcement

Our goal is to redirect students and allow them to make better choices before needing to follow the 
discipline procedure. By providing choices, we encourage students to make their own decisions and 
work toward better outcomes for success at SHINE.



SHINE Procedure

When a child’s behavior creates a risk for the emotional or physical health and safety of themselves, 
another child, or the staff repeatedly each day, SHINE will follow these procedures:

1.  Specific Verbal warning.
2.  3-minute break and debrief with a staff member
3.  5-minute break and debrief with a staff member. Phone call to parents
4.  Debrief with a staff member and the director. Conference with parents is required
5.  The student misses a day of SHINE.
6.  The student may not attend SHINE. Discussions with the director will determine further 

attendance.

Breaks are not punitive. They only exist to give students time without judgment or embarrassment to 
pause, regroup, regulate, and refocus. The staff members will monitor and sit with the students. The 
procedure can only escalate if the staff gives students a specific and understandable verbal warning 
for an undesired behavior. No timeout will occur unless paired with a debrief with a staff member. The 
conversations are used as opportunities to learn from choices and actions. SHINE utilizes debriefs to 
understand how the students feel, learn why they chose the specific behavior, remind and reset 
expectations, ask if they need help, and redirect them to safer, positive choices.

The staff understands the children’s undesired behavior will mostly be minor and inconsequential. 
They are also trained on characteristics based on the varied ages of SHINE’s students. The 
program’s FUNdamentals and procedures are posted throughout our facility visibly to remind 
everyone of the program’s expectations. The escalation of the discipline policy is enacted with 
extreme measures and only exists to ensure the safety of the child, their peers, and the staff 
members. The staff must tell students about any consequences within each step in the policy.



Additional Guidelines
1.  Always ask first.
2.  Use please and thank you.
3.  Keep valuables at home**

** This includes but is not limited to cell phones, CD players, MP3 players, iPods, video games, 
trading cards, and other electronics. The owner is responsible for toys, games, and other personal 
items brought to SHINE. SHINE staff reserves the right to determine the appropriateness of personal 
items and how and when students use them. Please do not ask your child to practice their musical 
instrument at SHINE. Although we encourage musical talent, these budding artists should practice at 
home to respect students who are sensitive to noise. We will provide an area for the safekeeping of 
encased instruments brought home from school. Please remind your child to take their instruments 
home at the end of the day.



Emergency Preparedness Plan
In case of an emergency where the staff and students at SHINE will need to evacuate our building, 
the following procedures will take place to ensure the safety of everyone. Please read through this 
information so you will be aware of all the details involving our program. If you have any questions, 
please contact our director.

We will notify parents through email and phone calls to alert parents of our specific plans. Please 
keep all email addresses and phone numbers updated to communicate efficiently.

If we must evacuate to another facility, SHINE Silver Spring will go to Washington Christian Academy 
or First Alliance Church. If we make other arrangements for an unscheduled field trip, we will notify 
parents of the change. We will transport using 15-passenger vans or a Camp Sonshine bus, 
depending on the available qualified drivers and what is needed to transport the number of children 
we have at SHINE.



Required Forms
For the safety and welfare of your child, we MUST have all pertinent health information on file prior to 
your child’s first day of SHINE. Our records are held in strict confidence and each form is required by 
our state licensing. If your child was registered last year these forms are already on file and the 
emergency form will need to be updated. Please keep the directors informed of any updates and 
changes to your child’s health and emergency information.

Emergency, Health and Immunization Forms

1.  Emergency Contact Form Information Form: complete both sides, sign and date; this must be 
updated annually!
a.  Emergency Contact Person: Please be certain that you have designate someone in the 

immediate geographic vicinity who will be free to pick up your child if you are not available. If 
you have specific instructions in regard to calling you during the day, please call the SHINE 
office (i.e., call father first, he’s easier to reach).

2.  Health Inventory: complete all pages, sign and date them. A doctor/physician must sign and 
complete page 2

3.  Immunization Certificate: complete all pages, sign and date them. A doctor must sign and 
complete one of these pages.

4.  Blood Lead Testing Certificate: Please submit to your child’s health care provider/physician for 
completion

Other Important Forms and Details

1.  Registration Form: complete one for each child enrolled.
2.  Medication Administration Authorization: required if your child will need to take medication at 

SHINE, this form must accompany each medication for over the counter and prescription 
medications. Asthma and Urgent Emergency Allergy Medications require a Asthma or Allergy 
Action Plan as well

3.  Topical Application Authorization: for sunscreens, bugs sprays, etc.
4.  Parent Agreement: signed by parent for both the Parent Guide

All of these forms can be found on the SHINE website and will be emailed directly to you upon 
enrollment. Please email us at shine@campsonshine.org if you have any questions!

mailto:shine@campsonshine.org


Health and Safety at SHINE
All Health and Safety protocols for SHINE refer to Montgomery County and Maryland State guidance 
for child care centers. Guidelines are subject to updates based on County and State changes. 

The following guidelines are per Respiratory Virus Guidance - Schools and Child Care Programs as 
of March 14, 2024.

Health and safety expectations are subject to change based on revolving county and school 
guidelines.

Medication Information
We recommend that you administer medications at home or school. In some cases, this is not 
possible. If your child must take medication while at SHINE, please abide by the following 
procedures:

Staff with Medication Administration Certificate

SHINE employs at least one staff member who has taken the Maryland Medication Administration 
training. This required by the MSDE Office of Childcare. These designated staff members are able to 
administer prescription and non-prescription drugs with the appropriate supporting documents from 
the student’s physician or health care provider.

Prescription Drugs

Local health regulation permits child care centers to administer prescription drugs under the following 
conditions: prescription drugs must be sent in a properly labeled container provided by a pharmacy 
and accompanied by a specific written authorization form. Please complete this form if your child will 
need to take prescription medication at any time while in our care. For students who need to have 
medication continuously administered throughout the school year (including emergency medications 
such as bee sting kits, inhalers, diabetic conditions, epi-pens, etc.), medication must be left at the 
SHINE facility rather than travel back home each night. Some pharmacies will prepare medication 
specifically for you if you explain that your child needs to have medication left at SHINE. If you send 
enough medication for multiple months, SHINE will take responsibility for storing it properly. We 
cannot make exceptions to these guidelines to ensure the safety of your child, the students, and the 
staff members.

Non-Prescription Drugs

SHINE can only administer a non-prescription drug if it has an associated physician-signed drug 
authorization form.

Other Health and Safety Procedures
SHINE follows the Basic Health and Safety Guides presented in the required MSDE-administered 

https://earlychildhood.marylandpublicschools.org/system/files/filedepot/3/respiratory_virus_guidance_schools_and_child_care_march_2024.pdf


class, as well as the annual update the organization releases to maintain health and safety 
throughout the program.

This includes:
Handwashing and food handling procedures for staff
The process of regularly maintaining the facility by sanitizing regularly used surfaces and 
materials
The process of cleaning, disinfecting, and sanitizing surfaces related to communicable 
sickness, excrement, blood, and bodily fluids
The facility maintenance and monitoring students’ safety when the program is outside

SHINE’s staff members play a role in conducting procedures and mandates from the class, including

Safely handling and communicating issues including stomach bugs, vomiting, lice, and other 
ailments described in the Basic Health and Safety course to keep our students, families, and staff 
safe.
Constantly washing your hands to encourage a clean bill of health
We set the standards for our staff and students to wash their hands, with instructions on nearby 
posted guides, after using the bathroom, before eating, after eating, coming from outside, 
coughing or sneezing in their hands, picking noses, etc.
There is at least two first-aid and CPR certified staff members in the program to assist our 
students and staff when injuries arise, and one medication administration trained individual



Parent Agreement to Keep
Keep this page for your reference and sign and return the following page to a director at SHINE by 
the end of the first week. Thank You!

2026–2027 Parent Guide:

I have read the SHINE Parent Guide and agree to abide by its statements and policies. I 
acknowledge breaking these policies may result in dismissal from the program.

Emergency Preparedness:

I acknowledge the Emergency Plan created by SHINE if the facility must evacuate to an alternate 
location. I also then agree to keep all contact information up to date for each child.

Non-Prescription Drugs:

I authorize SHINE to administer Benadryl in case of an emergency allergic reaction if the program 
cannot reach me. I understand that SHINE cannot administer prescription drugs to my child, even 
with written parental consent, unless the medication is sent in a properly labeled container provided 
by a pharmacy and accompanied by the signed Drug Authorization Form.

In Case of Emergency:

In the event that the center cannot reach me in an emergency, I give permission to the physician or 
dentist selected by SHINE to hospitalize, secure proper treatment for, and order medical care 
including, but not limited to injections, anesthesia, or surgery for my child (as deemed necessary by 
licensed staff). My child’s physician or their office should receive notice if possible. I also understand 
that I am financially responsible for the medical care of my child.

Parent’s Guide to Regulated Child Care:

This form explains what regulated child care is, why it is important to choose regulated care, and how 
to find the childcare program that best suits your needs. The pamphlet also informs you about your 
rights and responsibilities as a childcare consumer. Please go to the link below, look through the 
flyers distributed by SHINE at departure, or print a copy to review this information.

https://earlychildhood.marylandpublicschools.org/system/files/filedepot/2/guide_to_regulated_child_c
are.pdf

https://earlychildhood.marylandpublicschools.org/system/files/filedepot/2/guide_to_regulated_child_care.pdf
https://earlychildhood.marylandpublicschools.org/system/files/filedepot/2/guide_to_regulated_child_care.pdf


Parent Agreement (Please Return)
Please sign below and return this page to a director at SHINE by the end of the first week.

2026-2027 Parent Guide:

I have read the SHINE Parent Guide and agree to abide by its statements and policies. I 
acknowledge breaking these policies may result in dismissal from the program.

Emergency Preparedness:

I acknowledge the Emergency Plan created by SHINE if the facility must evacuate to an alternate 
location. I also then agree to keep all contact information up to date for each child.

Non-Prescription Drugs:

I authorize SHINE to administer Benadryl in case of an emergency allergic reaction if the program 
cannot reach me. I understand that SHINE cannot administer prescription drugs to my child, even 
with written parental consent, unless the medication is sent in a properly labeled container provided 
by a pharmacy and accompanied by the signed Drug Authorization Form.

In Case of Emergency:

In the event that the center cannot reach me in an emergency, I give permission to the physician or 
dentist selected by SHINE to hospitalize, secure proper treatment for, and order medical care 
including, but not limited to injections, anesthesia, or surgery for my child (as deemed necessary by 
licensed staff). My child’s physician or their office should receive notice if possible. I also understand 
that I am financially responsible for the medical care of my child.

Parent Signature Date

__________________________________________________

Parent Name (Please Print)

_______________________________________________________

Student Name(s) 

_______________________________________________________________


