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I.  WELCOME TO SHED Children’s Campus
It is a pleasure to be working with you to create the best possible enrichment program for your child. The 

information contained in this handbook is designed to inform you of policies, procedures and routines so that an 
ongoing and constructive communication between you and the SHED Children’s Campus can continue.

We want to express our pride and commitment to the continuing excellence and growth of our programs and 
hope you will become involved and share our enthusiasm.

SHED Children’s Campus does not discriminate in providing service to children and their families on the 
basis of race, religion, cultural heritage, National origin, political beliefs, sexual orientation, disability, marital or 
economic status.

II.  PHILOSOPHY AND GOALS

We believe children are capable of amazing things.  Their imagination, creativity & 
growing minds can shape their environment.

SHED Children’s Campus is a place where children can be children – a place where 
they can make friends, interact with the world around them, challenge their thinking & 
PLAY!

Children are presented with opportunities & provocations to explore their interests, 
curiosities and the world around them.

We work with children to problem solve, find success and learn to make choices that 
allow them to develop into independent individuals.

Our hope is that children will create happy, lasting memories of their time here so that 
throughout their life they remember & know that they are important and strong and a 
contributing citizen to the world.

***SHED Children’s Campus – The 5 Foundational Pillars

SCC strives to learn, grow, achieve & bring the 5 Pillars to the children in our daily work.
Here are the 5 Pillars we follow:
*Reggio Emilia philosophy
*Mindfulness
*Nature & Outdoors
*Organic gardening
*Community

III. WE NEED YOU
As a private, non-profit organization, SHED Inc. must engage in some fundraising activities during 

the school year to support our programming and our facilities. We sincerely appreciate your support and 
involvement in these activities whenever possible.  In addition, ideas, suggestions and initiatives from you 
are always welcome.

Parent concerns, opinions and suggestions are encouraged at any time.  Reactions, both positive and 
negative, help the Program grow.  We encourage you to communicate with the teaching staff and with the Program 
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Directors either directly when at the Program, through a note or by a telephone call.  If you wish to schedule a 
meeting, please call the Program and a meeting will be scheduled at a mutually convenient time.  

If you have a concern or complaint that is not resolved to your satisfaction, you have the right to contact the SHED 
Children’s Campus Board of Directors or the Department of Early Education and Care (DEEC), the licensing entity for 
SHED Inc.
You may contact EEC to check SHED’s regulatory compliance history. They are located at 360 Merrimack St., Bldg 9, 
Lawrence, MA 01843 and the phone number is 978-681-9684.

IV. PROGRAM DESCRIPTION
SHED Children’s Campus is a Reggio Emilia inspired child care program giving children from toddlers through eighth 

grade a safe place to have fun with children from the entire community. Think of SHED Children’s Campus as a 

second neighborhood for your child. Our unique campus gives your child both indoor and outdoor environments to 

explore with friends under the supervision of our experienced staff. Our Reggio Emilia inspired 

educators provide stimulating enrichment opportunities to spark your child's curiosity.

The SHED Children’s Campus buildings are designed to feature spaces that foster your child's imagination and 

natural need to explore. Home-based rooms invite your child and family to develop relationships with our educators 

and children.

We allow your child to visit or flow to other classrooms to learn to reach out and expand his or her community and 

self.

Our backyard areas provide natural settings for exploring the natural world, building forts, gardening, dramatic play, 

playing games & sports, snowshoeing & cross-country skiing in the snow and so much more.

V. SHED INC ORGANIZATIONAL CHART

SHED Board of Directors

Executive Director – Linda Shottes-Bouchard

Directors:  Shana Hall, Dina Hurley, Ali Thomas

SHED staff

                  
                                               *Accounting:  accounting@shedchildrenscampus.org

VI. SHED Children’s Campus STAFF:  staff are listed on our website:  www.shedchildrenscampus.org
       

VII. DAILY ROUTINES
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Each program does have a start and end time.  However, the flow of each day is largely dependent on the 
children and their interests & curiosities.  Each program will be sure to provide, each day: snack time, group 
time, activity time and outdoor time.

VIII. SHED After School Transportation from neighborhood schools:
Each teacher at each school will have a master list to identify which children are attending SHED on which 

days.  Just as the teacher is responsible for placing children in the correct bus line for home, he/she will place the 
SHED children in SHED line.  When the child reaches SHED, the home-base room educator immediately checks 
attendance to be sure all children are accounted for.  In the event that an expected child is absent, the Director 
immediately contacts the public school to find out if the child was absent or had missed the bus.  If the school cannot 
be reached, the parent is contacted.  To avoid this anxious situation, it is imperative that when a child is absent or 
when there is any kind of a schedule change, SHED MUST BE NOTIFIED.  The public school should also be notified.  
If a child should miss his/her bus to/from the neighborhood school, the Director or a SHED educator would go to pick 
him/her up.
The teachers at each neighborhood school are responsible for placing them on the correct bus (a SHED bus 
identified with a sign); SHED assumes responsibility once they enter the bus.
***It is imperative that parents notify both the public school teacher and SHED if there are any schedule 
changes.  We prefer notification in writing, although a phone call will be sufficient after the first month of school. 
Bus behavior policy:
Our primary concern is safety on the buses.  All children are expected to stay in their seats and to exhibit good 
conduct and courtesy on the bus.  If there is a problem regarding a child’s behavior on the bus, the bus driver will 
speak to the child and to the Director.  The Director will work with the child to figure out strategies to help the child 
cope with the bus ride.  If the unsafe behavior continues, the Director will discuss the issue with the child’s parents.  If 
the unsafe behavior is still unresolved, the child may be suspended from the bus for a day, a week, a month or 
permanently depending on the situation.

IX.  REPORTING ABSENCES TO SHED Children’s Campus:

        Caterpillars, Monarch, Springboard  & Forest Families:  We ask that you call or email the program.  
Please call:  978-684-5050 or 978-684-5055.  Email at:  shall@shedchildrenscampus.org  /  
dhurley@shedchildrenscampus.org  / athomas@shedchildrenscampus.org

       SHED After School Families:
        It is imperative that if your child is absent from the Andover schools, you must contact both the school 
and SHED.  You must also contact SHED if your child is not attending SHED after school.  The SHED after 
school phone number is: 978-684-5055. You can also email the directors at: 

dhurley@shedchildrenscampus.org / shall@shedchildrenscampus.org / athomas@shedchildrenscampus.org                    
X. MISSED BUS POLICY
             When a child misses the bus to SHED in the afternoon, either the Director or a SHED educator will drive to 
the school to pick up the child.  For some children, missing the bus becomes a chronic problem.  If this happens to 
the same child a second time within a two month period, the child will have a "service" consequence at SHED.  If this 
happens a third time within a two month period, the child will have a longer "service" consequence at SHED and his/
her parents will become involved in finding a solution.

XI.  BEHAVIOR GUIDANCE POLICY
Discipline and guidance is based on an understanding of the needs and development of the child and the 

circumstances at the moment.  What is effective in one set of circumstances may not be appropriate in another.  
What works well for one teacher may not be effective if tried by another.  What is successful with a child at any given 
moment may have no results with another child or the same child at another time.

While there is no one “correct” way to discipline, the goal is to maximize the growth and development of the 
child while protecting the group and individuals within it.  Techniques employed at SHED Children’s Campus are 
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constructive and positive in nature.  Discipline at SHED Children’s Campus strives to enable the child to solve his/her 
problems in socially acceptable ways, to foster respect for others, their rights and feelings, while at the same time 
ensuring that others respect the child and his/her rights and feelings.  Discipline is a method of enhancing a healthy 
self-esteem within the child.  
In the event that a child’s emotional needs cannot be met by SHED Children’s Campus’ behavior management policy, 
the Administrator would confer with the child’s teacher, support staff, and the child’s parents to strategize further 
techniques.  If a child consistently hurts himself or others and is found to have emotional needs beyond the scope of 
SHED Children’s Campus, then the child would be terminated from the Program.

Techniques for handling various discipline situations at SHED Children’s Campus are:
-  prevention of discipline situations through intervention and redirection
-  allowing and guiding decision making and problem solving
-  offering choices within program limits
-  allowing children to experience logical consequences for their choices
-  modeling, supporting and encouraging appropriate behavior
-  modeling, supporting and encouraging effective communication skills
-  consistent classroom rules among staff 
-  employing logical consequences and follow through
-  employing behavior modification techniques as necessary
Techniques not employed at SHED Children’s Campus:
-  no child shall receive corporal punishment including spanking
-  no child shall be subject to severe or cruel treatment, humiliation or verbal abuse. 
-  no child shall be denied food as a punishment nor will any child be force fed.
-  no child shall be punished for soiling or wetting.

XII.  SUSPENSION AND TERMINATION OF CARE POLICIES
1. Children are accepted into SHED Children’s Campus on a two month trial basis or one week trial basis for summer 
programming. It is understood that parents will communicate and work with staff regarding behavior management and 
behavior modification plans. Consistent inappropriate behavior, highly unusual behavior or violent behavior may result 
in a two day suspension from SHED Children’s Campus.  Suspension is at the discretion of the Program Directors. If 
the behavior continues with no improvement after consultations with parents and behavior modifications by staff, 
SHED Children’s Campus may determine that the child’s placement in the SHED Children’s Campus program is 
inappropriate for his/her developmental needs.  If SHED Children’s Campus cannot meet the developmental needs of 
an individual child, the decision to terminate participation in SHED Children’s Campus would be made as a last 
resort.  Parents would be consulted and involved throughout the decision-making process. Failure to cooperate and 
work with the staff concerning behavioral issues may be grounds for suspension or termination from the program.  
Staff would make every effort to assist in finding a more appropriate placement for the child and to ease the transition 
for both the child and for the family in a manner consistent with the child’s ability to understand.
        A child may be terminated from the program on the following grounds:
        -  If a “weapon” of any kind is brought into the program
        -  SHED Children’s Campus is unable to meet the developmental needs of a child resulting in chronic disruption 
and/or unsafe situations for him/her or other children.  
        -  Non-payment of tuition or late fees.
        -  Parental failure to cooperate and work with staff and administration concerning policies and procedures.
        -  Chronic lateness after closure time (6:00 p.m.)  *  See late fee policy.
2.  SHED After School only:  If a child is suspended from school we ask that you keep your child home from SHED 
after school as well.  We would like to honor any decisions that are made in the Andover School system.  If your child 
is suspended from school, please let us know.

XIII.  HEALTH POLICY
SHED Children’s Campus is like a large family in that both adults and children are continuously exposed to each 
other’s germs.  Fortunately we also develop some immunities to the common communicable ailments such as colds 
and the stomach flu.  The first few months of group contact may include exposure to more illness than your family is 
accustomed to.
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Our Health Policy has been designed with both adults and children in mind.  One of your biggest dilemmas is care for 
a child who becomes sick while at SHED Children’s Campus.  In many cases it is not in the best interest of an 
individual or the group for the child to remain at SHED Children’s Campus, but at the same time we understand that it 
is difficult for the parent to miss work.  While there is no entirely satisfactory solution, we will ask you to take your 
child home or keep him/her home if we feel he/she needs to see a doctor, is contagious and increases the risk of 
illness to the group, or the child requires prolonged individual staff attention which interferes with the safety and 
normal functioning of the group.                                                                                                                            
CRITERIA USED FOR SENDING A CHILD HOME

-  moderate to high fever and the child seems uncomfortable
-  vomiting or diarrhea
- certain suspected contagious diseases: for example conjunctivitis, ringworm, or pin worms
-  illness which seriously prevents participation in group activities

Because the criteria are not black and white, it is often difficult to make a judgment.  Sometimes we will call you and 
enlist your help in making a decision. * Parents will always be called immediately if there is any type of head, 
face or eye injury. If we ask you to pick up your child, please arrive promptly.  

CRITERIA FOR SENDING A FORMERLY ILL CHILD BACK TO SHED Children’s Campus
-  fever free for 24 hours
-  free of diarrhea for 24 hours
-  free of vomiting for 24 hours
-  when medication for communicable disease is required, child must have been on medication for 24 hours 
after first dose 
-  head lice must be treated and the child’s head examined by Administrator or school nurse
If there is any doubt, please check with us.  

A.  MEDICATIONS
Prescription medication may be administered by SHED Children’s Campus if the label indicates the child’s 

name and a SHED Children’s parental authorization is signed. Non-prescription medication requires a written doctor’s 
order and parental authorization.  Instructions from the physician must appear on the label or on a separate sheet of 
paper.  If your child requires frequent medicine for a chronic problem, you may obtain a doctor’s note allowing SHED 
Children’s Campus to administer the medicine at our discretion which will cover us and you for the entire year.

It is always helpful information for the teacher to know if your child is taking any medication so she can be 
aware of any side effects reflected in his/her behavior (drowsiness, irritability, excitability etc.)
*** ALL MEDICATIONS MUST BE HANDED TO A DIRECTOR AND AN AUTHORIZATION FORM MUST BE 
SIGNED IN ORDER FOR SHED TO ADMINISTER ANY MEDICATION.  NEVER, NEVER, NEVER send any 
medication in your child’s lunch box or pocket.*** 

B.  ALLERGIES
The staff should be informed in writing (Individual Heal Care Plan) of any allergies (food, medication, bee 

sting etc.).  An antidote may be left with the staff following the procedures described above.
Because we have some children enrolled in SHED with life threatening peanut and tree nut (walnuts, 

cashews, etc.) allergies, SHED Children’s Campus does not provide any snacks which contain tree nuts or peanuts.  
We are also asking that you DO NOT send your child with peanut products in their lunch..

C.  EMERGENCY PROCEDURES
In the event of a severe accident:
If a parent CAN be reached:

1.  Administer first aid
2. Call parent
3. Parent pick up or secure medical treatment and/or send child to hospital of choice if 

advised by parent.
If a parent CANNOT be reached:
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             1.  Administer first aid
2.  Secure medical attention as needed and transport by ambulance to hospital of choice if 
warranted.

The child’s file and a SHED Children’s Campus educator would accompany the child to the hospital.                                                                
                                                                                   

Fire drills are conducted every month.  In the event of a fire, children and staff would evacuate to A 
Children's Place, located on the front corner of this campus at the corner of School St. and Abbot St.  Staff would 
attempt to call you to notify you and someone would be posted at this site to redirect you.

Gas leak, loss of power or heat (when it is dark in the afternoon or when the temperature in the building falls 
below 65): The children would go to our other building on site until parents could be called.  If there were a need to 
evacuate the entire site, the Administrator and staff would walk the children to A Children's Place, on the other side of 
the campus, to wait while parents are called.  A sign would be posted on the SHED Children’s Campus buildings to 
be sure any unreached parents would know where to find their children.  

Hurricane:  Parents would be called at first report of an impending hurricane.  In the event that some 
children were not picked up before the storm, they and the staff would assemble in the lower classroom in the 
preschool building away from windows and wait for the storm to pass.

Tornado:  Staff would probably not have time to notify parents.  Staff and children would get under sturdy 
furniture in the lower classroom of the preschool building.  

Earthquake:  Staff would not have time to notify parents.  Those indoors would assemble in the lower level 
classroom of the preschool building or in the Great Room in Kid’s Club/Springboard building.  Those outdoors would 
assemble in the center of any playing area away from trees and the building.

Nuclear Disaster:  When notice was received, all children and staff would assemble in the Great Room in the 
Kid’s Club building with all windows and doors closed and would listen to the radio for further instructions.

D.  REPORTING SUSPECTED CHILD ABUSE
It is the policy of SHED Children’s Campus (as a mandated reporter) to report any and all suspected or 

alleged incidents of child abuse, sexual abuse or neglect to the Department of Children and Families (DCF) (formerly 
the Department of Social Services) immediately by telephone and to follow up in writing within 24 hours the 
information as reported by telephone.  Should an allegation involve a staff person, it would also be reported 
immediately to the Department of Early Education and Care (EEC) and the staff person would be suspended 
immediately pending the results of the investigation as conducted by EEC and the Department of Social Services. 

E.  POISON INFORMATION CENTER IN MASS:  1-800-682-9211

F.  HEAD LICE INFORMATION
SHED Children’s Campus’ policy for children with head lice is consistent with the Andover school’s policy.  If we 
detect head lice, we will contact the parents/guardians.  We do ask that the child be treated.  After treatment, the child 
can return to SHED the following day. 

From CDC:
Nits may persist after treatment, but successful treatment should kill crawling lice.  
Head lice can be a nuisance but they have not been shown to spread disease.  Personal hygiene or 
cleanliness in the home or school has nothing to do with getting head lice.

XIV.  CHILDREN’S RECORDS
An individual file will be maintained on each child enrolled in SHED Children’s Campus.  All records are 

confidential and will not be released without the written consent of a parent or guardian.  This does not apply to 
addresses and phone numbers that may be shared with other parents or distributed on a group listing unless 
otherwise specified by a parent. SHED Children’s Campus will not allow any child to participate in any activity 
unrelated to the direct care of children without written, informed consent of the parent(s).  “Activities shall mean, but 
are not limited to:  fundraising, publicity, including photos and mass media, screening, research or unusual treatment.
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-  Parents may view a child’s record by scheduling an appointment with a staff member.  Parents will be 
required to sign in a log whenever information from a child’s record is released.  Parents may have information added 
or deleted from a child’s record according to a prescribed procedure that may be obtained from the administrator.  
Records may also be transferred upon written request of a parent.  The program may not charge an unreasonable 
fee for copies of any information contained in the child’s record.

- The records are made available to EEC, but may not be removed from the premises.

Divorced or Separated Families: It is the policy of SHED Children’s Campus to be a support to families and to 
promote positive development for children. We recognize that many families are in transition and have experienced 
divorce and separation. In order to provide the best possible care for your child, who is our main priority, we feel that 
it is vitally important that we be able to maintain good relationships with all the significant adults in his/her life.

To accomplish these goals, we ask that you mane an appointment with a Program Director in order to 
discuss any matters of importance in relation to the divorce/separation and any other issues that may help us in the 
care your child. For instance, we need to be very clear in regard to the following: 

What the custody arrangements are; which parent to contact first for general questions and in an 
emergency; whether duplicate program information should be sent to both parents; who is responsible for payments 
to SHED Children’s Campus, who will or will not be authorized to pick up the children; which parent will pick up the 
child on which days; who the other significant adults are in the child’s life and their relationship to the child, especially 
if we are to have contact with them as well.  It will also be helpful to discuss the child’s general feelings as you see it 
so we may be appropriately responsive to your child when he/she is with us.

In an effort to minimize situations which may be uncomfortable for you, your child and our staff, we ask that 
parents refrain from talking about custody issues, visitation disputes and problems with, or talking negatively about, 
the child’s other parent in front of the child.  

Restraining Orders - If a court restraining order is to be respected, a readable copy of the order must be on file in 
the office.  Unless SHED Children’s Campus is provided with a certified copy of an order from the court of competent 
jurisdiction which expressly states otherwise, either natural or adoptive or legal guardian may visit the enrolled child 
or children on an restricted basis during the normal hours of operation during the day.  It is the parent or legal 
guardian’s responsibility to provide SHED Children’s Campus with the certified copy of the order.  In addition, SHED 
Children’s Campus requires that custodial parent provide SHED with a photograph of the person who is named in the 
restraining order.

In the event that the certified copy of the order expressly states that either a natural or adoptive parent or 
legal guardian shall not have any contact with the child or children, and in the event that such person attempts to 
have contact with the child or children, SHED Children’s Campus shall first notify the local police department, and 
only then attempt to notify the custodial parent or legal guardian. 

XV.  PROGRESS REPORTS & REFERRAL PLAN
Progress reports will be completed on each child at least once a year, usually in the spring. Parents will be 

offered the opportunity to discuss the report with the child’s educator.
          In the event of observation by the staff that a child may be in need of special services, the staff will make a 
recommendation to the administrator.  If in her judgment, after observation and reviewing the child’s records, the 
administrator feels the parents should be informed, she will request a conference to discuss the recommendation.  
The administrator will assist parents in any feasible way to obtain special services regarding social issues, mental 
health, and educational or medical issues including but not limited to dental check ups, vision or hearing screening, 
suggesting appropriate agencies when possible.  A record will be kept in the child’s file that such a recommendation 
was made and any results to which the administration has privilege.  Should the child terminate attendance in  the 
program, the staff will make every effort to assist the child and his/her parents in this process.  For a 766 or early 
intervention referral, parents should contact the Learning Specialist in their neighborhood elementary school.

XVI.  TUITION INFORMATION
1. When registering:  pay a $75 NON-REFUNDABLE registration fee.
2.  All checks should be made payable to SHED, Inc.
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3. Tuition payments are due on the first day of each month.  Tuition will be paid through the Brightwheel app 
that accounting will set up with each family. NO BILLS WILL BE SENT.   
***  POLICY CHANGE  ***  If a payment is not received by the 5th of the month it is due, a late fee of $30.00 
will be charged 
Unpaid late fees will accrue on your account. SHED will charge a $25.00 service fee for any returned checks
4.  All tuition payments should be dropped off at SHED Children’s Campus, made by credit card on our website, made 
by automatic withdrawals (ask a program director) or mailed to: SHED Inc, 65 Phillips St., Andover, MA 01810
**For families who use SHED Before School only:  Teachers are not able to accept checks, they must be sent by 
mail.
5.  It is presumed that a child is enrolled for the entire academic year.  If you are right on schedule, the final payment 
will be made on June 1 of each year.
6.  A “Facility Fee” is also due with the first tuition payment for all programs.  The facility fee is $300 / $500 cap for a 
family.
7. SHED After School Families:  The bussing fee is based on the number of days per week that a child attends Kid’s 
Club.  A child who attends SCC After School 1 day per week pays a $40 per month bussing fee.  The child who 
attends SHED After School 2-5 days per week pays a $60.00 bus fee per month.
8. A full month’s notice in writing to the program administrator is required to drop days in your child’s schedule or to 
withdraw from the program.  
**There is no guarantee that you will be able to re-enroll your child in the program if you withdraw from the 
program during the school year.  

9.  SHED After School Families:  It is imperative that you notify SHED if your child will be absent.  A program 
director will need to make phone calls to locate each child that is not reported absence.  This requires time 
that is taken away from programming and children.

10.  Monthly payments are based on the 10 months of school – divided into 10 equal monthly payments. The tuition 
remains the same for each of the 10 months. The monthly tuition does not include In-service days, vacation weeks or 
public school snow days. SHED Children’s Campus is CLOSED during the December vacation week.   SHED will 
remain open during Tuesday through Friday of the February and April school vacation weeks and the In-Service days.  
An additional fee of $80/$90 day will be charged to those wishing to participate.  You will sign up and pay in advance; 
any and all field trip fees are included in the daily fee.
***SHED may also open on snow days (usually 8:30-4:30) with an additional charge of $80.00.  
***When there is a delayed opening due to weather, only children enrolled in the SHED Before School program may 
attend SHED Before School until school opens due to staffing/ratio/safety concerns.  If your child comes to the 
program on a school delay day, SHED will begin at 8:30am at the schools.
*** Before School children may participate in the full day program on Vacation Weeks, In-service days and snow 
days.
***There is a 10% sibling discount then more than 1 child is enrolled in the programs.  The discount is applied to the 
lowest tuition amount.
11.  Families in SHED Children’s Campus needing financial assistance should contact Linda Shottes-Bouchard, 
Executive Director, at: lsbouchard@shedchildrenscampus.org 
12.  In the event of any absences due to illness or personal vacations, you are still responsible for tuition fees for time 
reserved.
13.  For those registering during the school year with the intent to begin immediately, one month tuition, the facility fee 
and the $75.00 registration fee are due at time of registration.
14.  Those in the SHED Before School only program do not need to pay a Facility Fee.
15. Each child is allowed 3 schedule changes through out the school year, after three you will be charged a $30.00 
administration fee.
16.  All account balances must be paid in full before you can register for the following year.

XVII.  PICK UP POLICIES
Parents are expected to pick up their children at their registered times.  Only those authorized to pick up a child will 
be allowed to do so.  If there is a situation where someone specific is NOT ALLOWED to pick up a child, this 
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should be made clear to the SHED Children’s Campus staff both verbally and in writing.  We also request a 
picture.
       A.  LATE PICK-UP POLICY

*  In order to allow for some variance, you may accumulate 15 minutes “grace” time each year.  In other 
words, you may be 3 minutes late 5 times before a fee will be charged.  After accumulating 15 minutes of “grace” 
time, the late fee policy as written will go into effect.
After 15 minute “grace” period:    $2.00 per minute late charge.
After 12 late charges:  Child must terminate participation in the program.
1.  This charge must be paid within 1 week by check made out to SHED Inc
2.  Parents who are going to be late for any reason must try to call SHED Children’s Campus as early as possible.
3.  In the event of extreme lateness and/or chronic problems with late pick-up, SHED Children’s Campus has the right 
to consider this a form of neglect and will contact the appropriate authorities.
4.  After 6 late pick-ups, SHED Children’s Campus has the right to terminate registration.
5.  This policy is in effect for each child in SHED.  In the event of a car pool, the driver is responsible for notifying the 
child’s parent that he/she was late and for paying any late fees due.

Late Procedure:
   -  15-30 minutes late:  staff will attempt to contact parents.
   -  30 + minutes late:  staff will attempt to contact an emergency or pick-up contact.
   -  60 minutes late: staff may contact Police department as failure to pick-up or notify SHED may be considered 
abandonment.
      
  B.  COMPETENCE
If any staff person has cause to believe that a parent who is picking up a child is not competent to drive home, the 
staff person will follow these procedures:
1.  Staff person will notify the parent of his/her concern and offer to call a spouse, a friend, or a cab.
2.  If the parent refuses and the staff person still has concerns, he/she will warn the parent that the police will be 
called.  If the parent still refuses and the staff person is still concerned, the police will be called.  This will be done in 
good faith in the interest of the child and the parent.

***Both parents must be involved in the resolution of this problem.

XVIII. SHED Before & After School Families:  IN-SERVICE DAYS 
When the public schools have an In-Service day, SHED will open for a full day or half day depending on the 

school’s schedule.  The cost is $80/$90 for the day, payable in advance, on a sign-up basis only.  Often a field 
trip will be planned; there will be no extra cost for the field trip.

All SHED Children’s Campus programs will close for educator professional development for 2 Fridays during 
the school year – one in November & one in March.  These dates will be posted on each program’s calendar 
before the school year starts. SHED Children’s Campus staff will participate in a variety of training workshops.  
According to EEC, educators are required to receive 20-40 hours of training per year; this will satisfy 16 hours of that 
requirement.  All other hours are fulfilled on teachers’ own time.

SNOW DAYS:
SHED Children’s Campus may be open on SNOW DAYS (usually 8:30-4:30) when the public schools are closed.  
Snow days are not included in your tuition; the cost is $80.00 per day (the makeup day will be added at the end of the 
school year for which you will not be charged).  In the event of a snow emergency, an extremely ominous forecast, if 
transportation is so difficult that we cannot staff our program, or if the Town Offices close due to extreme weather, 
SHED will close also. If SHED closes, an email will be sent out, it will be recorded on our voicemail.  SHED 
reserves the right to close for half a day (open AM, closed PM or visa versa) depending on weather forecasts.   
 When there is a delayed opening in the morning, only children already enrolled in the Before School Program may 
attend the SHED before school program due to staffing/ratio/safety concerns.  SHED Before School will open at 
8:30am on delayed openings.  
XIX.  SCHOOL VACATIONS/HOLIDAYS
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SHED Children’s Campus will be closed on all the major holidays and during the December school break.  You are 
not charged tuition for any of these days. SHED will remain open Tuesday through Friday of the February and April 
vacation weeks.  These days are not included in your tuition either; a fee of $80/$90 per day will be charged to those 
wishing to participate which is payable in advance. A sign up email will head out to families a few weeks before the 
vacations.  Be sure to sign up well in advance if you need coverage. Children who are registered as Drop In will be 
charged $90 per day.

 XX.  General Information
A.  PHONE NUMBERS
You may call SHED Children’s Campus at either 978-684-5055 or at 978-684-5050. The SHED fax number is 
978-683-4800. If an URGENT problem or concern arises and you need to contact one of the directors outside of 
program hours, you may call Linda Shottes-Bouchard (978-979-0253), Dina Hurley (978-390-4936), Shana Hall 
(978-851-6619) or Ali Thomas (508-494-2057).
B.  VISITS
You are welcome to visit SHED Children’s Campus at any time to visit or to observe your child; you do not need an 
appointment.  If, however, you wish to talk with an educator or with the Director (978-684-5055), an appointment is 
advisable.  
C.  CLOTHING AND BELONGINGS
1.  ALL of your child’s belongings should be labeled with your child’s name.
2.  He/she should carry a tote bag or backpack, also labeled, to help keep his/her things together
3.  If your child has an occasional accident or for any reason you would like to leave an extra set of clothes at SHED- 
please label them, put them in a labeled plastic bag and give them to a teacher to store.
4.  All children go outside to play almost every day.  Please be sure your child is dressed appropriately for the 
weather.
5. We discourage you from allowing your child to bring toys from home.  SHED Children’s Campus has carefully 
chosen appropriate toys and equipment which we encourage the use of while your child is at SHED Children’s 
Campus.  If he/she needs something for security, please be sure it is well labeled.
6.  Please help your child gather his belongings and SIGN HIM/HER OUT each day.  Program information and 
newsletters are posted in the parent information area located in the front hallway. 
D.  PICK UP, DROP OFF, AND PARKING
1.When dropping off your child, please enter the building with your child and see that your child is left under the 
supervision of a SHED Children’s Campus teacher.  Please feel free to chat informally with the educators at these 
times. ***Caterpillar, Monarch, Springboard & Forest K drop off will be done at the parking loop. Teachers will 
walk the children in.
2. Cell Phone
 The use of cell phones inside the building is prohibited.  This is to ensure better communication between staff and 
the parents during drop off and pick up times. 
3.  SHED After School Families:  When picking up your child, please be sure to check in with your child’s teacher 
before leaving.  
4.  Please let the program directors know when someone other than the child’s parent is picking him/her up.  In an 
emergency, please call to notify the program directors of any changes.  Your child will not be released to anyone who 
is not authorized to pick him/her up. SHED staff will ID any new pick-up person.
5.  If there is an individual who is specifically not allowed to pick up, please notify the program 
directors when you register.
6.  PARKING 
Please enter the parking lot to the right in a counterclockwise direction. Please park in the designated parking spaces 
at both ends of the lot and along the field side of the driveway if necessary. PLEASE DO NOT PARK IN THE “DROP 
OFF AREA” IN FRONT OF THE BUILDING; THAT AREA IS FOR THE BUSES ONLY. Please do not park on the 
corners of the parking lot or the driveway as you are leaving it.   
***Please turn off your car when you go into the buildings; do not leave it running. Also – do not leave 
children unattended in cars.

11
 



 

             E.  SNACK
***SHED does not provide snack. Children will need to bring a morning snack, afternoon snack, lunch (if here 
all day) & a water bottle. We do have a fill station for water bottles.

F. TOOTHBRUSHING
               If a child is enrolled in SHED Children’s Campus for more than 4 hours and if he/she eats a meal while at 
the program, then he/she will have an opportunity to brush his/her teeth while at the program.  Parents must sign a 
waiver, included in the registration packet, indicating whether or not they wish their child to brush while at the 
program.  If the parent signs yes, then he/she must supply a toothbrush and a tube of toothpaste, labeled with the 
child’s name.  The toothbrush must be replaced every 3 months. 

G.  FIELD TRIPS
A walk may be considered a field trip; blanket consent for walks is given by parents on the registration form. 

In the event that a field trip is planned, buses are leased by SHED Children’s Campus through a local bus company. 
Written parental consent must be obtained before any child can go on a field trip requiring transportation.

H.  RECYCLABLES
SHED Children’s Campus uses all sorts of recyclables for projects and activities.  We invite you to save 

things for us:  wooden pieces, milk bottle tops, toilet paper rolls, coffee cans, styrofoam trays, egg cartons, colorful 
magazines, PAPER of all kinds (computer, letterhead etc. from work), and probably anything else you can think of.

I.  PARENT INFORMATION AREA
The front hall is the Parent Information area.  We ask that families stop at the front desk as you enter the 

building to sign your child out.  We also post any information or sign-ups at this desk so it is important that you stop 
there first.  We then ask you to head to your child’s room to check in with a teacher before you leave with your child.

J  PARENT INVOLVEMENT COMMITTEE
A group of interested parents have, in the past, developed a Parent Involvement Committee.  The goal of the 

committee is to strengthen the connection between the program and the families.  We currently do not have this 
committee.  If you are interested in more information or starting the committee, please speak with one of the 
directors.

K.  LOST AND FOUND
There is a SHED Lost and Found area in the front hallways.  Please check this area from time to time. 
L.  SMOKING
Smoking is not allowed anywhere on the Phillips Academy campus or /in the SHED facilities.
M. SPEED LIMIT
Please drive slowly along the SHED Children’s Campus driveway and in the parking lot.  Please drive in a 
counterclockwise direction.
N.  BABYSITTING POLICY
It is the policy of SHED Children’s Campus that staff may not babysit for children enrolled in the 
SHED programs.  If a parent and staff person choose to take exception to that policy, then the 
child’s parent or guardian must sign a “SHED Inc. Hold Harmless Policy”. That policy states that 
SHED cannot be held responsible for any harm that the child may experience while under the care 
of a staff member. 

SHED Children’s Campus PHONE NUMBERS:  978-684-5055  / 978-684-5050
EMAILS:  dhurley@shedchildrenscampus.org  /  shall@shedchildrensampus.org  /  

athomas@shedchildrenscampus.org
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WE HOPE YOU AND YOUR CHILD 
WILL FIND SHED Children’s Campus

TO BE AN ENJOYABLE
AND ENRICHING EXPERIENCE!!!

www.shedchildrenscampus.org
SHED PHONE NUMBER:

978-684-5055
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