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WELCOME PARENTS 

Welcome to The Arc of Southeast Iowa’s Summer Program. We’re glad that you’ve chosen to 

spend some memorable moments with us.  We look forward to providing a safe, structured, 

stimulating, and developmentally appropriate environment for your child. Whether you are 

new to The Arc or participate in our other programming, we are pleased to welcome you. 

This Family Handbook is designed to prepare and assist you with sending your child to our 

Summer Program. It contains helpful and pertinent information that will make this program a 

meaningful experience for your child as well as valuable service to you. Please review this 

handbook carefully and review the rules and guidelines with your child. If we can provide you 

with any additional information or be of any service to you, please do not hesitate to contact 

the HCBS Program Director at 319-569-6123 or via e-mail at tomekamagnani@arcsei.org.   

MISSION & CORE VALUES 

The Arc of Southeast Iowa’s mission is “To foster communities of respect and inclusion for 

people of all abilities through advocacy, support and service.” 

Our core values are: 

• We believe there is strength in diversity. 

• We believe each individual and family is unique and has value. 

• We believe individuals and families are best served in an inclusive environment. 

• We believe individuals with disabilities deserve quality education, vocation, social and 

living opportunities. 

• We believe all individuals must be treated with dignity. 

• We believe each individual and family have the right to make decisions for themselves. 

GOALS OF OUR SUMMER PROGRAMS 

The Arc strives to provide a safe, structured environment for individuals with intellectual, 

developmental, and other related disabilities through supervised activities emphasizing social 

skills, recreational activities, community safety skills and interaction with peers. Activities and 

environments are designed to encourage health and wellness, promote self-esteem, provide 

opportunities for community integration and personal growth.  

Our low participant to staff ratio allows each participant to receive the attention and 

reinforcement necessary for personal growth.  We strive to keep higher staff ratios to address 

the unique needs of our participants.   

 

mailto:tomekamagnani@arcsei.org
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ARC CONTACT INFORMATION 

  
Chelsey Markle, Executive Director 319-569-6122 

chelseymarkle@arcsei.org  
 
Tomeka Magnani, HCBS Program Director 
 

 
319-569-6123  
tomekamagnani@arcsei.org  

Arc Administrative Office 
Office hours: Monday-Friday, 8am-4:30pm 
www.arcsei.org 

 
Phone: 319-351-5017 
Fax: 319-351-6837 
Afterhours: 319-594-4644 
 
 

REGISTRATION POLICIES 

How to Register 

Registering for summer program is conducted electronically and/or in-person. Registration is 

made available through The Arc website in the Spring each year.   

Registration forms include: 

• Registration form  

• Service Contract  

• Release of Information to any necessary parties 

• Summer Program Registration Packet and updates to Face sheet: health history; contact 

info; permission to seek emergency medical treatment; and other releases and 

permission forms 

Additional information required:  

• Immunization Records 

• Health assessment for school-aged children 

• Custody Orders if applicable 

• $25 Non-Refundable Activity Fee each week signed up for  

 

Enrollment Options   

Enrollments are subject to availability. Enrollment occurs each Spring. Priority registration is 

offered to individuals who are currently being served through The Arc of Southeast Iowa’s 

programs before opening enrollment to the rest of the community.  Enrollment is slot-based 

and parent/guardian/primary caregiver will be accountable for full financial responsibility of 

that slot, even if the child is not in attendance for a portion of that slot.  A slot is not 

guaranteed until all paperwork has been completed and is on file at The Arc of Southeast Iowa’s 

business office.  

    

mailto:chelseymarkle@arcsei.org
mailto:tomekamagnani@arcsei.org
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Payment Options 

Payment for Summer Program will be determined within your Service Contract. Options 

include:  

• Medicaid Waiver 

➢ Group Respite (T1005) 

i. At least one parent/guardian must not be working to use respite services 

ii. Number of hours needed to accommodate requested schedule must be 

approved 

➢ Daily Day Habilitation (T2020:tier#) 

i. Must be on the Intellectual Disability Waiver and over the age of 16 

ii. Many of our teen participants are entering or are in their transition 

period (16-21) of moving from School District supports to Community 

provider services or independent living. Supporting our older 

teens/young adult participants through Day Hab, allows us to dig in 

deeper with Person Specific goals, not otherwise focused on through 

Group Respite.  

• Children at Home 

➢ Families eligible for Children at Home funds may use them for Summer Program 

fees and weekly tuition.  

➢ For more information go to 

https://www.iafamilysupportnetwork.org/families/children-at-home/  

• Private pay 

o Tiers based on annual income 

o Tuition is billed monthly based on the agreed upon rate and schedule established in 

the Service Contract signed at registration 

 

Tax Reporting Information 

Please use the monthly billing statement you receive as your tax receipt and/or receipt for 

flexible dependent care reimbursement. 

 

Additional Fees 

All participants are required to submit a non-refundable registration fee at time of registration 

to hold your slot. Registration fees will be returned if your child is placed on a wait list and The 

Arc is unable to move you off the waitlist.  

Please review your Service Contract carefully. Additional fees may apply due to unplanned 

absences, late pick-up times, or deviation from agreed upon schedule. 

https://www.iafamilysupportnetwork.org/families/children-at-home/
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The Arc reserves the right to suspend services to any individual with an account balance past 

due by 30 days or more and terminate all services for accounts 60 days past due.  If you have 

difficulty paying any fee related to program activities, please contact the HCBS Program Director 

and we will do our best to accommodate you.  

 

         

HOURS, ATTENDANCE, PICK-UP & DROP OFF INFORMATION 

The Arc’s Kids and Teen Summer Programs are held at Iowa City Community School District 

(ICCSD) area schools. Hours of the programs are 9:30am-4:00pm, Monday through Friday 

during all seven weeks. A variety of participant to staff ratios can be arranged based on the 

individual needs of each participant but will never be greater than 3:1 with a Program 

Supervisor responsible for assisting counselors and facilitating daily activities. 

 

Important note: All ICCSD schools are always locked, and only authorized personnel are allowed 

entry. This is for safety and will be maintained for Arc programming. At drop off/pick up, 

counselors will be near the entrance to allow caregivers to enter. There is also a buzzer at the 

main entrances that can be used to call in to counselors. 

 

ATTENDANCE POLICY 

Regular attendance and punctuality are essential to the success of our youth programs. To 

ensure a smooth and fair experience for all participants, we require strict adherence to the 

following attendance guidelines. 

 

Absences 

Please notify The Arc of Southeast Iowa (all phone numbers listed on page 3) if your child will 

not be attending on scheduled days.  We appreciate knowing whether your child is ill, or absent 

for another reason.  Please notify us immediately if the participant has a communicable disease 

so we can keep other parents informed.  This includes bedbugs, lice, or any other infectious 

condition. 

 

Any absence not disclosed at the time of initial enrollment is considered unexcused.  This 

includes vacations planned at the last minute, illnesses, or a child’s refusal to attend. 

 

Drop off 

Participants must arrive within 30 minutes of scheduled start time (9:30am). Late arrivals 

disrupt planned activities and impact the experience of other participants. 
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Caregivers must check their child in with staff.  When dropping off and picking up your child, 

please park your car and walk into the building. If you anticipate someone other than the 

responsible parent/guardian/caregiver picking up your child, you must complete permission for 

release in advance.  

 

Pick-Up 

Participants must be picked up by the end of program (4:00pm). All children MUST be picked up 

by an authorized person. You may be asked to show an ID when retrieving your child; this helps 

ensure their safety. Your child will not be released to anyone whose name is not on the 

emergency card, unless you have given written notice to The Arc of Southeast Iowa informing 

us that you have authorized another person to pick up your child. Any child custody agreements 

ordered by a court of law should be provided for the Arc’s files. 

Legal Custody 

Unless we have a court-order indicating otherwise, The Arc cannot refuse to release a 

participant to the parent or legal guardian who has or shares legal custody of the child and is 

listed on the authorized list of transporters. 

 

Late Pick-Up 

Your child is to be picked up on time. A late fee of $1.00 per minute for late pick up of children 

will be assessed. This fee will be billed and must be paid by designated due date to avoid 

disruption in services.  Parents who persistently pick up children late will risk the suspension of 

services. 

 

Child Endangerment Policy 

Parents who arrive in an incapacitated condition (i.e. alcohol, drugs) present a risk to their child. 

The staff in charge will advise the parent of their options regarding the transportation of their 

child to their home.  Some options that may be exercised are: 

▪ Call the other parent 

▪ Call another person on the child’s emergency contact list 

▪ Call a taxi 

▪ Call a nearby neighbor or friend 

If a reasonable conclusion cannot be reached, the parent will be advised that either Child 

Protective Services or the Police will be called.  

 

Consistent Attendance 

Repeated tardiness or absences may result in removal from the program. This ensures that 

participants who can fully commit to the program can participate. 
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Right to Exclude 

The Arc reserves the right to exclude participants from programming if multiple absences, 

cancellations, late arrivals, or late pick-ups occur. Decisions regarding exclusion will be based on 

repeated violations of this policy and will be communicated to the parent/guardian/caregiver in 

writing. 

        

TRAVEL & TRANSPORT 

Parents/Guardians/Primary Caregivers are responsible for the transportation of their child to 

and from the program.  

 

Field Trips 

We will often participate in field trips to different places or have special guests coming to the 

day programming sites. Families will be given advance notice of all upcoming trips. Please 

review the schedule and check your child’s bag for trip announcements. In case of rain, a field 

trip may be changed or cancelled.  

 

 

Transportation for Field Trips 

The Arc of Southeast Iowa will transport using Arc Fleet vehicles and approved staff vehicles 

during activities as part of their day services.   The Arc assumes no responsibility for 

transportation outside of scheduled activities. 

 

VEHICLE USE / TRANSPORTATION  

1. All passengers must wear seatbelts 

2. Arc staff are prohibited to transport children in non-passenger vehicles 

3. Children under 4’9” and 80 pounds must be transported in a booster seat provided by 

the family 

4. Children are not allowed in the front seat 

5. No cell phone use in car (no talking or texting) 

6. Smoking is not allowed in any Arc vehicle, or in staff vehicles while transporting 

participants 

7. Staff to participant ratio when riding in the Arc vehicles is 1 staff to 3 children.  While 

riding in staff cars, the ratio is 2 staff to 3 children. 

8. A copy of the health information and release to treat forms for children will always be 

kept in the vehicles used for transport 

9. All vehicles used for transportation are equipped with first aid kits and emergency 

accessories, such as traffic cones, spare tires, and jumper cables. 
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VEHICLE BEHAVIOR AND SAFETY 

1. Children must keep hands and arms inside vehicle at all times. 

2. Children must remain seated at all times when traveling. 

3. Discourage horseplay and goofing off. 

4. Staff must be aware of the child’s behavior and stop any questionable behavior before 

an accident happens. 

5. Eating and drinking are not allowed in the van. 

6. Keep children from yelling out the windows at others. 

 

The Arc routinely runs driver's license checks on employees. An employee who has a license 

which is current at the time of the check but whose record shows it was suspended, revoked, or 

cancelled in the period of time since the last check, is subject to disciplinary action if they drove 

an Arc vehicle during that time or failed to notify their supervisor of the suspension, revocation 

or cancellation. 

       

LUNCHES AND SNACKS 

Families are responsible for ensuring their child has their own snacks and lunches packed daily 

for the summer program.  

 

Policy for Children with Food Allergies 

1. The primary safeguard for a child with food allergies is for the child to consume only 

food/snacks the child brings to the program each day. Staff will enforce a strict “no food 

sharing” rule for all children.  Table surfaces will be washed clean, and children will wash 

hands after food/snacks. 

2. Child with an allergy should also be instructed by the parent/guardian(s) not to touch, 

trade, or share food with anyone else.  

3. A written treatment plan of emergency procedures for a child’s food allergy is required 

to be provided by the parent/guardian.  Staff is not certified in this procedure but will 

use the instructions to assist the child in an emergency, if necessary. 

 

All the forms must be on file with The Arc of Southeast Iowa before a child attends a program 

to allow staff to be informed and trained for possible emergencies. 

Special Events & Birthdays 

Special food treats may be brought in for holidays, special events or birthdays. Arrangements 

need to be made ahead of time with the HCBS Program Director. All food must be brought in 

covered containers with written directions if necessary and ingredients should be listed. If 
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sending in store bought items, please send unopened packages, so ingredients can be reviewed 

to check for potential allergies of other children.         

SUPERVISION 

Staff 

The Arc of Southeast Iowa actively strives to hire a very qualified, well-trained staff to conduct 

all group programs. All staff are at least 18 years old and are properly screened and trained. All 

staff have basic first aid and CPR certifications. All staff meet requirements for Home and 

Community Based Services set forth by the state’s administrative code as well as all 

accreditation guidelines set forth by the Counsil on Quality and Leadership. 

 

Supervision 

The Arc is committed to meeting the unique needs of our participants. To ensure participant 

safety, address specific care needs, and foster appropriate interactions, staffing ratios will be 

based on the needs of the child and will always meet or exceed compliance guidelines.   Staff 

will directly supervise all children by sight and sound at all times, even when children are in 

sleeping areas.  Supervision is essential to the prevention of harm.  Active and positive 

supervision involves: 

• Knowing each child’s ability 

• Establishing clear and simple safety rules 

• Being aware of potential safety hazards 

• Standing in a strategic position 

• Scanning play activities and circulating 

• Focusing on the positive rather than the negative to teach a child what is safe for that 

child and others 

 

All on-site activities will be provided with oversight by the HCBS Program Director and Summer 

Program Supervisor/s.  Please bring any concerns, special instructions for the day, or other 

relevant updates and information about your child to the attention of the Supervisor and the 

staff assigned to your child. 

 

Outdoor Play  

ICCSD maintains the grounds and playgrounds of the area schools. The Summer Programs will 

regularly utilize the school’s playground and traveling to nearby parks. Outdoor play is an 

important part of our daily schedule and children will play outdoors when weather does not 

pose a health risk.  Weather that poses a significant health risk includes wind chill at or below 

15 degrees F and heat index at or above 90 degrees F.  Parents are asked to dress their children 

appropriately for the weather conditions. The Arc registration forms include permission to 
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apply sunscreen to your child during outdoor activities. In warm weather, children’s clothing 

should be light-colored, lightweight, and limited to one layer of absorbent material to facilitate 

the evaporation of sweat.  We ask that parents pack their child with their preferred sunscreen 

of SPF15 or higher. 

 

Outdoor play is not only an opportunity for learning in a different environment; it also provides 

many health benefits.  Generally, infectious disease organisms are less concentrated in outdoor 

air than indoor air.  Light exposure of the skin to sunlight promotes the production of Vitamin D 

that growing children require.  Open spaces in outdoor areas encourage children to develop 

gross motor skills and fine motor play in ways that are difficult to duplicate indoors.   

 

The Arc of Southeast Iowa Organizational Structure/Chain of Authority    

 

 

 

The Executive Director oversees operations.  In the absence of the Executive Director, the 

Program Directors are in charge.  In the absence of both the Executive Director and Program 

Directors, the Human Resource Director is in charge. 

 

Volunteers 

Board of 
Directors

Executive 
Director

Human 
Reasources

Volunteers

Finance 
Coordinator

Facilities 
Manager

Support Staff

BRCC Program 
Director

Associate 
Director

Assistant 
Teachers

OnSite 
Supervisors

Lead teachers

HCBS Program 
Director

Service Team 
(Coordinators, 

Facilitators, 
Employment 
Specialists)

Direct Support 
Professional

DSP Peer 
Mentor
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The Arc welcomes program volunteers and matches them with programs that they are best 

suited for. All volunteers are interviewed and are required to complete a background check 

before working in the program. Volunteers are not counted in adult to child ratios. 

 

Bathroom Procedures 

No child will ever be left alone, and children will not be alone with a staff member unless 

necessary to address the individual’s needs in the most safe and appropriate manner possible. 

Children will take trips to the bathroom escorted by staff, unless direct visual observation is 

appropriate to the child’s age and disability. The Arc encourages children to be as independent 

possible and will afford as much privacy as possible while still supporting each individual’s care 

needs.  

 

The Arc of Southeast Iowa will provide the necessary safeguards (i.e. disposable gloves) to our 

staff to provide any needed personal cares. It is the responsibility of the 

Parent/Guardian/primary caregivers to provide any needed personal care items for their child 

including diapers/briefs, wipes, sanitary products, and changes of clothing.  Please send your 

child prepared as issues in this area can cause delays to schedules and/or could cause a child to 

be sent home if not prepared with needed items. Please contact the HCBS Program Director to 

plan for extra supplies for your child to be stored onsite if needed.  

 

Family Surveys 

The Arc of Southeast Iowa always appreciates feedback from parents to further improve our 

programs. We will be distributing surveys at the end of the program. Parental assessment of 

the program’s strengths and weaknesses will aid in the improvement of services and in the 

facilitation of new ideas. Parents are invited to give regular assessments of the program to the 

HCBS Programs Director at any time.   

 

Contacting Your Child at Summer Program 

Participants are encouraged not to have cell phones or other electronic devices onsite, unless 

necessary to the individual’s needs (e.g. communication device). The Arc is not responsible for 

lost, stolen, or damaged items.  If you wish to speak with your child during program hours, 

please contact the Program Supervisor or HCBS Program Director. 

 

Parent Participation and Visitors      

Parents are an important part of our program. We rely on your input and feedback to help us 

succeed in reaching our goals to provide a healthy and happy program to your child. We 

encourage you to share your talents, hobbies, and/or profession with your child’s group. Please 

contact the Arc office if you wish to volunteer your services.  
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Lost and Found 

The Arc of Southeast Iowa will maintain a lost and found. If an item is found, it will be turned in 

to the immediate supervisor who will label it with the date found and will place it in the 

appropriate lost and found. Please check the lost and found regularly, and if you notice that 

your child is missing one of their belongings, report this to the program supervisor right away. 

The Arc will hold items in our lost and found for six months. Any unclaimed items at that point 

will be donated. 

 

Child Abuse 

All employees of The Arc of Southeast Iowa are mandatory reporters of abuse.  Any employee 

of the agency who observes or suspects abuse to children or dependent adults must report this 

to their supervisor immediately and to the Department of Human Services within 24 hours of 

recognizing the situation. 

1. The reporting employee’s immediate supervisor shall be notified immediately. 

2. When abuse is suspected or observed, the employee is required to submit a written 

report to the HCBS Program Director who will then notify the Department of Health and 

Human Services within 24 hours. 

 

Child Abuse means: 

• Physical abuse: Any non-accidental physical injury, or injury which is at variance with the 

history given of it, suffered by a child as the result of the acts or omissions of a person 

responsible for the care of the child.  (Iowa Code section 232.68(2)(a)) 

• Mental Injury:  Any mental injury to a child’s intellectual or psychological capacity as 

evidenced by an observable or substantial impairment in the child’s ability to function 

within the child’s normal range of performance and behavior as the result of the acts or 

omissions of a person responsible for the care of the child, if the impairment is diagnosed 

and confirmed by a licensed physician or qualified mental health professional.  (Iowa Code 

section 232.68(2)(b)) 

• Sexual Abuse:  The commissions of sexual offense with or to a child pursuant to Iowa Code 

Chapter 709, section 726.2 or section 728.12, subsection 1, as a result of the acts or 

omissions of a person responsible for the care of the child.  Notwithstanding Iowa Code 

section 702.5, the commission of a sexual offense under this paragraph includes any sexual 

offense referred to in this paragraph with or to a person under the age of 18 years. (Iowa 

Code section 232.68(2)(c)) 

• Denial of Critical Care:  The failure on the part of the person responsible for the care of a 

child to provide adequate food, shelter, clothing, or other care necessary for the child’s 

health and welfare when financially able to do so, or when offered financial or other 
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reasonable means to do so.  A parent or guardian legitimately practicing religious beliefs 

who does not provide specified medical treatment for a child for that reason alone shall not 

be considered abusing the child.  However, this provision does not preclude a court 

ordering that medical service be provided where the child’s health requires it.  (Iowa Code 

section 232.68(2)(d)) 

• Child Prostitution:  The acts or omissions of a person responsible for the care of a child 

which allow, permit, or encourage the child to engage in acts prohibited pursuant to Iowa 

Code section 725.1.  Notwithstanding Iowa Code section 702.5, acts or omissions under this 

paragraph include an act or omission referred to in this paragraph with or to a person under 

the age of 18 years.  (Iowa Code section 232.68(2)(e)) 

• Presence of illegal drugs:  An illegal drug is present in a child’s body as a direct and 

foreseeable consequence of the acts or omissions of a person responsible for the care of 

the child.  (Iowa Code section 232.68(s)(f)) 

• Bestiality in the presence of a minor:  Commission of a sex act with an animal in the 

presence of a minor by a person who resides with a child, as a result of the acts or 

omissions of the person responsible for the care of a child.  (Iowa Code section 

232.68(2)(h)), 2001 Supplement 

• Manufacturing or possession of a dangerous substance:  The person responsible for the care 

of a child: 

o has manufactured a dangerous substance in the presence of a child, 

o or possesses a product containing ephedrine, its salts, optical isomers, salts of optical 

isomers, or pseudoephedrine, its salts, optical isomers, salts of optical isomers in the 

presence of a child with the intent to use the product as a precursor or an intermediary to a 

dangerous substance 

Note: See definitions of “dangerous substance” and “in the presence of a child” for  

 clarification.  (Iowa Code section 232.68(2)(g) 2001 supplement) 

   

MEDICAL / EMERGENCY INFORMATION 

Essential Forms 

As required by our accrediting bodies, each participant must have a completed:  

• Food allergy action plan, if applicable 

• Asthma action plan, if applicable 

• Registration Forms 

• Immunization Record 

• Medication Authorization forms as needed 
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These forms must be completed, or your child will not be able to attend program. Please be 

sure that the information on the forms is accurate and complete. Please do not leave any fields 

blank on these forms.  

 

Address & Telephone Numbers 

Please inform The Arc of all changes to address and phone numbers. If your emergency 

numbers change, it is important that we are notified immediately to ensure proper notification 

of parents in case of an emergency. Also please notify the Arc if you are going out of town; this 

allows us to quickly contact others on your emergency contact list if necessary. If you are out of 

town, please make sure local emergency contact information is left with The Arc’s main office 

and the Program Supervisor. 

 

 

 

Insects & Bees 

To reduce the possibility of both bug bites and stings, a few simple precautions can be taken. 

Insects and bees are attracted to patterns on clothing that resemble foliage outdoors. To 

reduce this attraction, wear solid, light-colored shirts, shorts, and pants.  

 

Another major attraction occurs from “smell.” Sweet-smelling soaps and shampoos will attract 

both bees and insects so try to use unscented products when showering and bathing and avoid 

the use of perfumes. Please also try to use a sun block of at least SPF 15 that is unscented. 

 

The Arc will keep some Bug Soother (a natural bug repellant product that is DEET free and safe 

for children) on hand for longer outdoor outings but consider packing your child with this or a 

similar product if he/she is particularly sensitive to bug bites.  

 

Please make sure it is noted in your child’s Health History if he/she has an allergy to insect bites 

or stings and provide a specific emergency plan for dealing with any such contact if reaction is 

severe.  

 

Illness Policy 

Participants must be healthy enough to participate in the program’s daily routine. For the 

safety and comfort of the sick child, please keep them at home until they feel better and no 

longer present the danger of passing on their illness.  
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If you are keeping your child at home due to illness, please contact the Arc office ASAP. If your 

child typically arrives first thing in the morning, then please call the Arc’s after hour’s phone 

number to notify Arc staff prior to their expected arrival. 

 

When your child has a fever (fever of 101) or vomiting/diarrhea, please make sure they remain 

at home 24 hours after their temperature and symptoms return to normal. If your child comes 

to the program ill or becomes ill while at the program, you will be asked to pick up your child 

within an hour.  If the parent/guardian cannot be reached, the emergency contact will be 

notified. It is the responsibility of the parents to arrange for the child to be picked up from 

program as soon as possible.  

 

***Please notify us right away when there is a new work, home or cell phone number, or if you 

have moved and have a new address. If your child is sick or injured, it is important for us to be 

able to contact you right away. Please keep these accurate at all times.   

 

Symptoms requiring removal of a child from programs: 

• Fever – Fever is defined as having an axillary temperature of 100° or higher or oral 

temperature above 101 

• Diarrhea – runny, watery, or bloody stools 

• Vomiting 

• Body rash with fever 

• Sore throat with fever and swollen glands 

• Bed bugs or head lice 

• Severe coughing – child gets red or blue in the face or makes high-pitched whooping 

sound after coughing. 

• Eye discharge – thick mucus or pus draining from the eye, or pink eye. 

• Yellowish skin or eyes 

• Child is irritable, continuously crying, or requires more attention than staff can provide 

without affecting the health and safety of other children in our care 

 

Please notify the Arc if your child or any member of your immediate household develops a 

communicable condition (as defined by the local health department), such as pink eye, chicken 

pox or lice. Parents are responsible for notifying The Arc with 24-hours or the next business 

day. In the case of a life-threatening illness, please notify The Arc immediately. It is important 

for us to post a notice to other parents as soon as possible.  

 

Constant exposure to sick children can frequently result in sick employees and more sick 

children.  The illness cycle is very difficult to break.  To prevent increased exposure to illness, 
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please keep a sick child at home and pick up your child within one hour after you are notified 

your child is ill. 

 

Bullying 

The Arc defines bullying as “repeated inappropriate behavior, either direct or indirect, whether 

verbal, physical, or otherwise, conducted by one or more persons against another or others.  

The Arc will thoroughly investigate all reports of bullying and participants who are found to 

have bullied others may be asked to leave the program. 

 

Accidents/Emergencies 

All precautions will be taken to prevent serious health risks for all participants. If a minor injury 

occurs, First Aid will be administered by the program staff, and a minor incident report will be 

completed.    

 

In the event of a medical emergency, immediate action will be taken by the staff as per your 

orders on the program registration forms and policies and waivers. Please be sure to keep these 

forms updated at all times. If parents or other responsible adults are unable to be reached, the 

child will be taken to the nearest hospital for any necessary treatment.  

In general, if a major injury or health problem arises and the professional medical care is 

required, the following steps will be taken:  

• Immediate First Aid is administered by program staff until professional services arrive. 

• You will be contacted. If you cannot be reached, the emergency contact person will be 

notified. 

• 911 will be called. 

• A staff person will accompany your child to the hospital and remain until you or your 

emergency contact person arrives.  

• The incident will be described in writing on The Arc incident report. 

 

Emergency information is very important for us to provide the safest possible environment for 

your children. 

 

The Arc of Southeast Iowa does not carry individual medical insurance that will cover your child 

in case of injury.  

 

Incident Report Procedures 

Incident reports are to be used to document illness, injury, or any out of the ordinary incidents 

that occur during provision of services.  Incident reporting allows the staff, family, Arc 

Administators and other members of the individual’s service team to ensure efficient 
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communication, timeliness, and quality of response to the incident.  It further allows for any 

necessary changes to be made in provision of services. 

 

Definition of Minor incident: means an occurrence, near miss, or threat involving a client during 

service provision that is not a major incident and that: 

• Results in the application of basic first aid 

• Results in bruising 

• Results in seizure activity (if uncommon for the participant) 

• Results in injury to self, to others, or to property  

• Constitutes a prescription medication error 

 

If a minor incident occurs or a staff becomes aware of a minor incident, the staff member 

involved shall submit the completed incident report within 24 hours of the incident.  The 

completed report shall be maintained in a centralized data center with a notation in the client’s 

file and will be made available to families at their request. Staff will verbally inform the parent 

or caregiver of the incident when they arrive to pick up the child. 

 

Definition of Major incident: means an occurrence involving a client during service provision 

that:    

• Results in a physical injury to or by the member that requires a physician treatment or               

admission to a hospital 

• Incident resulting in the death of any person 

• Requires emergency mental health treatment for the client 

• Requires the intervention of law enforcement 

• Requires a report of child abuse pursuant to Iowa Code 

• Requires a report of dependent adult abuse pursuant to Iowa Code 

• Constitute a prescription medication error or a pattern of medication errors that lead to 

any outcomes stated above 

• Involves a client’s location being unknown by provider staff who are assigned protective 

oversight. 

 

If a major incident occurs during program, program staff will contact the Arc immediately. Arc 

staff will notify appropriate caregivers or authorities.  If an incident occurs outside of program 

hours, please notify the Arc of the incident.  Following a major incident, parents will be verbally 

notified immediately and completed incident report will be submitted to the Arc within 4 hours 

and be given to the parents when they arrive to pick up their child.  The completed report shall 

be forwarded to the individual’s case manager, Iowa Medicaid Enterprise and/or the assigned 
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Managed Care Organization (including HHS) as applicable. Incident reports will be maintained in 

a centralized data center with a notation in the client’s file. 

 

Emergency Plans 

The Arc of Southeast Iowa provides in-home and community based services as an organization. 

As such we have developed Emergency Procedures that apply during all services at all locations. 

The Arc instructs our staff that their primary responsibility is ALWAYS the safety of the client.  

We ask that staff be familiar with the emergency procedures of the location at which service is 

being provided. The Arc will enact Safety Plans by running drills to practice and evaluate our 

emergency response procedures.  

 

The Arc has written procedures in case of: Fire, Severe Weather/Tornado, Intruder, Lock Down, 

Nuclear Disaster/Civil Defense, and Bomb Threat/Warning. The Arc’s emergency procedures are 

available for parents to read. Please see the HCBS Program Director for a copy of these plans.  

 

Allergies 

Please make sure any known allergies are listed in your child’s health history and client 

information. If you are aware that your child is severely allergic to something, it is your 

responsibility to notify The Arc in advance so we may take proper precautions.  

 

Special Diets 

Please make sure The Arc is aware of your child’s special diet, if applicable. We may ask 

participants to bring their own meals and snacks if the diet is not prescribed by a physician. 

However, on occasion we may provide a meal or snack, or others may wish to share a treat, 

provided prior approval is granted. In these cases, we will do our best to accommodate your 

child’s special diet if we are made aware of all needs or restrictions.  

 

Accreditation 

The Arc of Southeast Iowa is certified by the State of Iowa’s Department of Health and Human 

Services (HHS) under Bureau of Long-Term Supports and Services (LTSS) as a provider of Home 

and Community Based Services (HCBS). We are accredited by the Council on Quality and 

Leadership. Our Children’s Center is an HHS licensed provider.   

   

MEDICATION POLICY 

Parental Responsibilities 

1. Complete the Consent for Giving Medication form. 
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2. Deliver all medication in the original prescription bottle that includes the child’s name, 

name of the medication, physician’s name and amount to be given printed on the label 

to the Program Supervisor. 

3. Instructions for administration must be in writing. 

 

Emergency Medications 

1. Parents must have completed a Medication Authorization form detailing when PRN 

medications are to be given, why, how, and in what dose. 

2. Epi Pens must also be accompanied by a WRITTEN TREATMENT FORM from the 

physician or allergist which should include: 

• Patient’s name, date of birth, address, and telephone 

• Physician’s name and telephone 

• Specific condition, allergy, etc. 

• Description of symptoms 

• What to do – specific step by step instructions of how to administer medication 

if we believe the child has ingested or encountered something they are allergic 

to, or if the child is manifesting symptoms. 

3. Medication should always come in original container with prescription label on it. 

4. Medication will be stored in a locked container on-site, high on a shelf, far out of the 

reach of all children.  

5. Staff responsible for administering medication must strictly follow all written 

instructions. 

6. Agency staff responsible for administering medications will fully complete the 

medication log. Medication administration logs are stored on a centralized database and 

within the participant’s individual profile. 

EXPECTATIONS OF PARTICPANTS 

Rules & Safety 

Rules will be established and taught to the children at the time of enrollment and regularly 

reviewed to ensure safety of all.   Please help review the following list of rules with your child:  

1. Safety first, then teamwork! Stay safe and stay with the group.  

2. Listen to the staff and follow their directions. 

3. Keep program location clean. This includes picking up after yourself and replacing 

equipment after you use it. 

4. Keep your hands to yourself and avoid all forms of horseplay. 

5. Eating is restricted to snack and meal times. 

6. Appropriate footwear must be worn at all times. Preferably closed-toed shoes with 

socks and flip flops or sandals only when in pool areas. (THIS INCLUDES STAFF). 
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7. Don't place objects in mouths, nose, ears, or pockets.  Examples:  scissors, pens, pencils.  

Carry sharp ends down when walking.  (The only exception is earplugs for swimming.) 

8. During travel, we wear our seatbelts at all times, remain seated, keep hands and arms 

inside the vehicle, talk quietly, and save our food for later. 

9. Don't talk to strangers. 

 

Property Damage 

To ensure a safe and respectful environment for all participants, staff, and community 

members,  

The Arc of Southeast Iowa has established the following policy regarding property damage. 

1. Responsibility for Damage 

• Any damage caused to program property, community locations, community 

members’  belongings, or any building where programming takes place—

whether intentional or accidental—will be the financial responsibility of the 

participant, participant’s parent(s) or guardian(s). 

2. Prevention & Mitigation  

• Our program staff and agency will take all reasonable measures to prevent and 

mitigate property damage. This includes supervision, education on respecting 

property, and implementing safeguards to reduce the risk of damage. However, 

in the event that damage does occur, the following procedures will apply. 

3. Assessment & Payment 

• The program will assess the extent of the damage and provide a written quote 

for repair or replacement. 

• Payment for the damage must be received within 14 days of the issued quote. 

4. Failure to Pay  

• If payment is not received within the specified timeframe, The Arc of Southeast 

Iowa reserves the right to terminate all services provided to the participant until 

the balance is paid in full. 

 

Behavioral Management & Support 

Behavioral support is based on the belief that anything a person is doing consistently (even  

problem behaviors) is serving some desired purpose for them as they attempt to achieve a 

valued  

outcome. We need to determine the function that this behavior is serving for the person. The  

behavior may help the person get something they want or avoid something they don’t want. A 

full  

and active life supported by caring relationships can reduce the occurrence of challenging  

behaviors; however, if such behaviors occur, our clients and staff must have access to positive  
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behavioral supports that focus on improved quality of life as well as reductions in the 

behaviors. 

 

The following are some of the guidelines that we provide to all Arc staff regarding client 

behavior: 

1. Let the client know early in the session the expectations of their behavior. 

2. Don’t over-react. 

3. Deal with inappropriate behavior, not with the client.  Personality is not the issue in a 

disciplinary case. 

4. Anticipate problems by staying one step ahead of the situation.  

5. Be consistent with all clients, especially when working in groups of clients.   

6. Provide ample opportunity for the client to learn their expected behavior.   

7. Assess the severity of the situation.  The consequence should match the incident. 

8. Listen to the client.  There may be a legitimate reason for the behavior.  A problem is 

not always on the surface.  Understanding the underlying issues of a problem is a very 

constructive approach to discipline, but most of all, listen to what the client has to say. 

9. Model the behavior you expect.  Lead by example.  Consistently display behaviors 

yourself that you expect others to exhibit –both in words and actions. 

10. Reinforcement of desirable behaviors. A smile, praising gesture, or actual reward is 

often all that is necessary to encourage a person to maintain or increase acceptable 

behavior. 

11. Use non-verbal clues first.   

12. Never make a group suffer for the actions of a few when working with a disruptive client 

in a group or community setting.   

 

Behavioral and Physical Incident Policies  

We as an organization understand that people with physical and intellectual disabilities may 

have limitations in understanding and handling emotions in an appropriate manner. Summer 

Program staff are trained to expect these interactions and how to attempt to deescalate. 

Despite this, Program staff or members of our leadership may not be able to always solve an 

escalated situation.  

 

Here are some reasons why your participant may be sent home:  

• Is targeting other participants or causing injury/harm to other participants such as 

inflicting bruises, bite marks, drawing blood, etc.  

• Is the cause of excessive property damage such as making holes in the wall, purposefully 

breaking expensive equipment/electronics, etc. 
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• Inflicts injury to staff members that causes prolonged discomfort or the need for 

medical attention.  

• Has an escalation exceeding a 3- minute duration after staff members have reached out 

to the participant's guardians for tools on how to de-escalate and are still unsuccessful.  

 

Despite being sent home for any of these reasons, suspension from programming will not be 

extended further than the rest of the same day unless discussed otherwise. Suspension or 

expulsion from programming may occur due to multiple offenses or extreme aggressive 

behavior. 

 

Parents Role in Behavior Management 

The Arc and our staff will do all that we can to support the diverse needs of all of our 

participants. Should we experience difficulty with behavioral issues with your child, we may ask 

for your support. We will carry out any behavioral health plan already in place. If needed, we 

will ask you to meet with our staff to develop or adjust the behavioral support plan for your 

child. We want your individual child to have a safe and positive experience, and we must also 

consider the safety and positive experience of our group of participants. We are committed to 

working with our participants and families, but failure on a family’s part to cooperate and assist 

the Arc in supporting a child’s behavioral health may be grounds for dismissing a child from 

services. 

 

ICCSD SPECIFIC INFORMAITON 

The Arc of Southeast Iowa Youth Programs are contracted with the Iowa City Community 

School District. As such, there are certain policies, rules, and regulations our programming must 

follow.  

 

• All families must sign a Consent to Release and Exchange of Information for each 

student participating in the youth programming. 

• The Program agrees to comply with all applicable confidentiality laws relating to this 

Agreement, including, but not limited to, FERPA, 20 USC 1232g and corresponding 

regulations at 34 CFR Part 99.  

• The program will establish program policies and procedures related to medical care that 

align with District policies and/or HHS licensing procedures, including but not limited to 

storage and documentation of medication.  

• The Program will align with the District’s toileting expectations for preschoolers - 

“Statewide Voluntary Preschool Programs do not mandate that children need to be fully 

potty trained for enrollment.”  
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• Provide families with clear communication that youth program(s) do not have access to 

District Nurses for student care or staff training purposes.  

• The Program will provide a list of Partner Organization staff to the building 

administrator and update as new staff are hired. Program staff must wear identification 

that signifies that they are youth programming staff.  

• The Program will maintain a program website which includes the Partner Organization’s 

parent handbook, non-discrimination policies, grievance procedures, HHS complaint 

contact information (when applicable), contact information for the Partner 

Organization’s Board President and/or Organization Supervisor, as well as other relevant 

program information.  

• Include the following paragraph in the parent handbook and HCBS youth program 

website: 

o  “HCBS-funded youth programming is specifically designed to serve children and 

teens with identified disabilities and support needs. As such, the program 

operates under defined eligibility, admission, and discharge criteria in alignment 

with HCBS service requirements. These criteria are made available to families 

upon request. The program is committed to providing supportive, inclusive 

services within the scope of its staffing, resources, and program design. 

Enrollment decisions are made based on the program’s ability to safely and 

appropriately meet each participant’s needs. When a participant’s needs exceed 

what can be reasonably supported within the program, the provider will 

communicate with the parent/guardian to discuss appropriate alternatives or 

transitions.” 

• Comply with all applicable District policies, including but not limited to, ICCSD Board 

Policies 102 (Equal Educational Opportunity) and 905.1G1 (Community Use of School 

District Buildings and Grounds), found on the District website.  

• Comply with all applicable Federal, State and Local laws, regulations, and ordinances.  

• Agrees to follow all ICCSD health and safety guidelines.  

• Follow the District custodial management’s guidelines and procedures provided by the 

District. 

CONCLUSION 

Thank you for allowing us to spend this summer with your child. It is a privilege to support their 

growth, celebrate their successes, and create meaningful experiences together. We hope the 

friendships, skills, and memories gained this summer will continue to inspire them. Your 

partnership means so much to us—we are truly grateful to be part of your family’s story. 

 

Together, we are building a stronger, more inclusive future—one individual, one family, and 

one community at a time. 
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