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Rec & Ed Office 

734‐994‐2300 ext. 0 
 
 

PreSchool Camps  
Sherri Polovick, Program Assistant 

734 994‐2300 ext 53186 
firststeps@a2schools.org 

 
 

SLI Camp 
Brady Peck, Camp Specialist 

734 994‐2300 ext 53228 
peckb@a2schools.org 

 
 

Safety Town Program and Camps 
Ann Stalhandske, Camp Coordinator 

734 994‐2300 ext 53182 
stalhans@a2schools.org 

 
 

Sports Camps 
Chris Clough, Team Sports Specialist 

734 994‐2300 ext 53226 
cloughc@a2schools.org 

 
 

Youth Enrichment Camps 
Brady Peck, Camp Specialist 

734 994‐2300 ext 53228 
peckb@a2schools.org 
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WELCOME! 
 
 
Dear Day Camp Family,  
 

Welcome to the Rec & Ed Day Camp program. All of us — parents, 
camp staff, and coordinators — make up the team that provides quality 
care for your children.  
 

This Parent Handbook has been compiled to supplement the 
information provided in the camp catalog, on the Rec & Ed website and in 
the materials families receive before camp begins. Please read through 
this handbook and feel free to call Rec & Ed with any questions. 
 

The primary objective of the Ann Arbor Public Schools’ Summer Day 
Camp Programs is to provide safe, nurturing care for your child in a day 
camp setting. Our programs provide a minimum staff to camper ratio of 
1:12, thoughtfully planned activity choices and safe field trips. 
 

Camp is a great time for children to have fun, enjoy being active 
outdoors (weather permitting) and learn new things. Our staff strives to 
meet your child’s needs with careful planning and individualized 
attention. Every camp is staffed by an experienced, diverse team that is 
looking forward to meeting and working with your child.  
 

We welcome feedback and will ask for it during and after camp 
through parent evaluations. In the meantime, don’t hesitate to come to 
any of us with any concerns. Thank you for choosing Rec & Ed! 
 
Sincerely, 
 
Rec & Ed Camp Staff 
Community Education & Recreation 
Ann Arbor Public Schools 
(734) 994‐2300 
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DROP‐OFF AND PICK‐UP PROCEDURES  
 

1. Parents must accompany their children to the camp entry and sign them in, 
noting the time on the attendance sheet. Middle school campers may sign 
themselves out with the permission of a parent/guardian. The 
parent/guardian must accompany the camper in on the first day and give 
written permission to the camp. 

 
2. All parents must sign their child out when leaving camp, noting the time on 

the attendance sheet. Exception: Middle School Camp participants may sign 
themselves out with permission from their parents. 

 
3. Parents should always arrive prepared to show ID. Parents must provide 

written permission for anyone other than parents or guardians who will pick 
up a camper. Staff will not release any child to an unknown adult. A picture 
ID will be required.  

 
4. Custody restriction requests must be accompanied by legal documentation.  

 
LATE PICK‐UP FEES 
 

1. Please be aware of the closing time for your camp. If you do not pick up 
your child by the time that camp closes, you will be charged a late pick‐up 
fee, calculated at $5 for the first five minutes and $3 per minute 
thereafter.  The late pick‐up invoice is filled out at the site and signed by 
both the parent and a staff member.  The parent must send the amount due 
to the Community Education and Recreation office within two business 
days. The deciding clock regarding late pick‐up time will always be a cell 
phone. The summer camp programs reserve the right to disenroll any 
chronic offenders.  

 
REFUND POLICY 

1. The following refund schedule is in place for camps: 
 

 Request Received  Refund/Credit  Processing Fee 

 15 or more days before start date of the camp  100%  $25/camp 

 8  14 days before start date of the camp  50%   $25/camp 

 Less than 8 days before start date of the camp  25%  $25/camp 

 From 5pm on the Friday before the camp starts and after the start of the camp  No refunds 
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DISCOUNT POLICY 
 

1. Discounts are non transferable and are valid only on the original receipt they 
were issued on.  

2. Discounts carry no cash value and will not be refunded or credited to account. 
 
TRANSFER/CHANGE POLICY 
 

1. If a change request causes the payor to no longer qualify for a discount, the 
discounted amount that no longer qualifies will be applied against any credit or 
refund issued. In the event that the discount lost is greater than a credit or 
refund, the change request will be denied. 

2. When processing a transfer request, the amount credited for the original camp 
to the payor's account will be based on the refund schedule. Upon transferring 
to the new camp the credit will be applied towards the new camp. Any 
difference of price must be paid in order for the transfer to be completed. 
Discounts on the original camp cannot be transferred or applied to the new 
camp once the discount has expired. 

 
MEDICATIONS AND MEDICAL CONDITIONS 
 

1. Parents are required to indicate medical needs at the time of registration. 
Special needs and/or medical conditions require at least four weeks 
advance notice. Staff use the submitted information to plan proper care for 
the children at camp. It is essential that you inform staff directly or notify 
the Rec & Ed office of any life‐threatening conditions pertinent to your 
child. 

 
2. Ann Arbor Public Schools’ Summer Day Camps follow the district’s 

medication policy. If your child needs medication — including 
over‐the‐counter or topical — you must submit a Medication Authorization 
form. The Emergency Action Plan form may be used to clarify your 
instructions to staff. Both forms may be found online or on pages 11 and 12 
in this handbook. Parents are responsible for providing this 
documentation. You may submit copies of the current forms on file at your 
child’s school. Medication Authorization forms must include the signatures 
of both the physician and the parent. 

 
3. The Camp Director or designee is responsible for receiving the medication 

and the authorization form for children enrolled in camp. Medication, 
including Over the Counter medications and vitamins, shall be given or 
applied only with prior written permission from the parent and a 
physician.  All medications must be in their original containers. Prescription 
medications must have pharmacy labels attached indicating the physician’s 
name, child’s name, the name and strength of the medication and 
directions for administration that match those on the authorization form. 
Medications will be administered by staff in accordance with those 
instructions. Exception: In specific circumstances, Middle School Campers 
may administer their own medications, as long as the appropriate forms are 
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in place. Medications and the Medical Authorization Form must be given to 
the camp staff in a clear ziplock bag labeled with the camper’s name on the 
first day of camp and picked up on the last day. The camp staff will 
maintain a log indicating when medication is given.  

 

4. Any medication left more than 4 weeks after the conclusion of the summer 
season will be disposed of properly; it is the responsibility of the parent to 
pick up the camper’s medication the last day of camp. Medication left after 
the conclusion of any individual camp may be sent to the Rec & Ed office. 

 
ILLNESS POLICY 
 

1. When a child becomes ill, camp staff will call the parent or guardian to pick 
up the child.  It is very important that you or someone from your emergency 
list pick up your child as quickly as possible. The camp program does not 
have a separate place for sick children to rest or extra staff to stay with 
them when they feel ill. 

 
2. Please do not send your child to camp when you know he or she is ill.  A 

child MUST be fever free and off fever reducers for 24 hours before 
returning to camp. 

 

BEHAVIOR MANAGEMENT 
The goal of the summer camps is for each child to have fun while developing a 

sense of respect for others. The staff use positive methods of discipline that 
encourage self‐control, self‐esteem, and cooperation. We work with all campers to 
ensure a safe and enriching atmosphere. To achieve this, each camp has camp rules 
that need to be followed in order to maintain such an environment.  

In instances where a child is having difficulties that could cause harm to self or 
others, we will, as much as the situation allows, remove that child from the group and 
resolve the difficulties in private. Safety of the child, of other campers, staff and 
public is our main concern. Our aim is to encourage the growth of the ability for 
self‐control. Parents will be called to pick up their child if he/she is unable to regain 
control. If a child’s behavior is such that we must contact his or her parents regularly 
or the camper’s behavior becomes an issue of safety, we reserve the right to suspend 
and/or disenroll any child who is unable to conform to the rules and guidelines of the 
program.  
 
Repeated violation of rules may lead to the following consequences: 

1. Time to calm down away from the group 
2. Conference with Camp Director 
3. Conference with Camp Director and Parents 
4. Early Pickup from camp 
5. Expelled from camp for the week  

 
SPECIAL NEEDS 
 

1. Community Education & Recreation wants every child to succeed in camp and 
strives to provide reasonable accommodations. If your child would benefit from 
a specific plan, please follow these steps: 1) indicate his or her special need at 
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time of registration, 2) request special accommodations at least 4 weeks in 
advance of the first day of the child’s camp, and 3) complete a “Special Needs 
Planning Form.” The special needs planning form can be found on page 13. 

 
2. Rec & Ed can provide accommodations such as simple directions and reminders, 

a posted daily schedule including graphics as needed, modified breaks, 
“special” items from home (not responsible if lost or stolen), bathroom 
reminders and assistance with fine motor skills. On occasion, we can provide a 
High School Volunteer to support a summer camper. The child must be able to 
function without one‐on‐one support from an adult. We provide appropriate 
staff‐to‐camper ratios, typically 1:12 but up to 1:18 in some cases.  

 
3. The “Special Needs Planning Form” must be submitted to the Rec & Ed office 

at least four weeks prior to the child’s first day in the program. Parents may 
be contacted prior to camp if additional information is needed. Meetings with 
parents and camp staff may occur prior to and throughout camp.  

 
 
PARENT VISITS 
 
Parents are welcome to visit our camps, however we request that parents sign in with 
camp staff when arriving to visit the camp. To ensure that we have adequate staff it 
is best to schedule a visit with camp staff prior to visiting.  
 
FIELD TRIP POLICY 
 

As part of online and mail‐in registration, parents sign a general permission for their 
children to participate in any field trip. This permission allows the child to go on 
impromptu as well as planned trips. Examples of impromptu trips are going to a 
nearby park or on a nature hike. Impromptu field trips are always within walking 
distance from camp. Parents are notified in advance of planned trips. Spontaneous 
trips are posted daily at the check‐in table. 
 

REPORTING TO CHILD PROTECTIVE SERVICES 
 
Michigan law (Act No. 238 governing all schools and childcare programs) mandates 
that Ann Arbor Public Schools’ Community Education & Recreation staff report any 
suspected abuse or neglect of children in their care. 
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EMERGENCY PROCEDURES 
 

Depending on the severity of the emergency, we follow the procedures below:  
 

● Administer first aid or CPR to the child 
● Call for professional assistance (911, Police, etc.) 
● Contact the parent/guardian 
● Notify the Community Education and Recreation Supervisor 

 
In the event that emergency medical treatment is required and the 

parent/guardian does not reach the site of the emergency before the ambulance 
arrives, a staff person will ride with the child to the hospital, and the 
parent/guardian will be asked to meet the child at the hospital. An AAPS Incident 
Report will be completed within 24 hours, and the appropriate authorities will be 
notified.  
 
PHOTOGRAPHS & VIDEOS 
 

The Ann Arbor Public School’s Rec & Ed Department may take pictures or 
videos of youth and adult participants in any Rec & Ed activity, including camps, 
classes, team sports, and childcare. Images may be used in Rec & Ed or school district 
promotional materials (brochures, catalog, website, social media). For your safety, 
names will never be used without permission. Your child’s enrollment in any activity 
with Rec & Ed indicates your approval. You may opt out by emailing 
dishman@a2schools.org. 
 
 
WEATHER  
 

Most Rec & Ed camp sites are not air‐conditioned. We follow all heat advisories 
and weather warnings issued by the National Weather Service. When the heat index is 
high, we provide frequent water breaks, reduce outdoor activity and/or indoor 
movement and monitor campers for weather‐related concerns. If the temperature 
exceeds 100 degrees, additional safety measures are taken. If extreme heat continues 
and campers have no access to air conditioning, camps may be canceled for the day. 
We will make every attempt to notify families in advance of cancellations.  
 

If severe weather occurs during camp that requires campers to take cover, 
students and staff will go to the designated shelter areas within the building until an 
all‐clear is given.  Parents will not be permitted to pick up their child until the 
all‐clear has been given.  
 

For cancellation reports, call the Rec & Ed Weather Hotline at 994‐2300 x 
53114 or visit the website at www.aareced.com. No refunds are given for 
weather‐related cancellations. 
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CLOTHING  
 

Send your child with suitable clothing for indoor and outdoor play. Please make sure 
clothing is appropriate for messy play as well as a variety of temperatures. Closed‐toe 
shoes suitable for running and jumping should be worn at all times unless specified. 
Sandals and flip‐flops are not permitted. 
 
 
SUNSCREEN 
 

Campers play outdoors every day, therefore we request that sunscreen be applied 
each day before your child arrives at camp.  Parents are responsible for sending 
sunscreen for their child if additional applications will be needed throughout the day. 
Permission to apply sunscreen should be in writing and the sunscreen bottle labeled 
with the child’s name.  Exception: Middle School Campers may apply their own 
sunscreen, so no permission slips are needed. Due to food allergies, camps are 
“nut‐aware,” thus sunscreens containing nut products, including coconut products, 
are not permitted.  
 
 
ASBESTOS POLICY 
 

Regarding asbestos‐containing building materials per 40 CFR, Part 763 of the 
Environmental Protection Agency: 
 

Some buildings operated by Ann Arbor Public Schools may have asbestos‐containing 
building materials present in them. Each facility has on file, in the main office area, a 
copy of the approved Asbestos Hazard Emergency Response Act (A.H.E.R.A.) 
management plan for your review. Ann Arbor Public School District designated 
personnel responsible for asbestos issues are the Projects Crew Chief and the 
Supervisor of Buildings and Grounds. They can be reached at (734) 994‐2263 or (734) 
994‐2226, or at the AAPS Administrative Offices at 2555 S State Street, Ann Arbor, MI 
48104.  
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ANN ARBOR PUBLIC SCHOOLS 
AUTHORIZATION FOR THE ADMINISTRATION OF MEDICINES 

BY REC & ED SUMMER CAMP PERSONNEL 
 
Ann Arbor Public Schools requires a physician’s written order and the parent’s or 
guardian’s written authorization for administration of either prescription or over the 
counter medications. 
 

PHYSICIAN’S ORDER 
 

Name:_____________________________________  Date: ____________________ 
 
Address: ___________________________________  Date of Birth: _____________ 
 
              ___________________________________ 
 
Diagnosis: ___________________________________________________________ 
 
Name of medication(s): ________________________________________________ 
 
Time(s) of administration and dosage: _____________________________________ 
 
Relevant side effects, if any: _____________________________________________ 
 
Other suggestions:_____________________________________________________ 
 
This form authorizes administration of medicines June through August only.  All 
medication authorizations must be renewed at the beginning of each school year. 
 

___________________________ 
Physician Signature 
 
___________________________ 
 
___________________________ 
Address 

 
I hereby request that my child be administered the above medication(s) by camp 
personnel.  I understand that the medication(s) will be administered as directed by 
the above named physician.  I will notify the camp in writing if the medication(s) is to 
be discontinued.  If the administration of the medication(s) needs to be otherwise 
changed, I will re‐submit an Authorization for the Administration of Medication form 
with physician signature. 

 
 ________________________ _________ 

Parent Signature Date
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       Rec & Ed Summer Camps  
              Ann Arbor Public Schools 
      Community Education and Recreation 
                          1515 S. Seventh St. 
                         Ann Arbor, MI 48103 
                                734.994.2300 

 
EMERGENCY ACTION PLAN  

(Please complete one form per child) 
 

Child’s Name: ______________________________ Childcare site: _______________ 

Child’s condition/symptoms: ______________________________________________ 

_______________________________________________________________________ 

Medications: ____________________________________________________________ 

Location of emergency medication(s): ________________________________________ 

Allergies: _______________________________________________________________ 

Preferred hospital: ________________________________________________________ 

In the event of an episode, childcare staff should follow these procedures: 

1. If ___________________________________________________________________ 
    then: 

 
2. If ___________________________________________________________________ 
    then: 

 
3. If ___________________________________________________________________ 
    then: 

 
Additional information: 

Parent/Guardian #1: _____________________________________________________ 

Cell: ___________________ Work: ___________________ Other: _________________ 

Place of employment: _____________________________________________________ 

Parent/Guardian #2: _____________________________________________________ 

Cell: ___________________ Work: ___________________ Other: _________________ 

Place of employment: _____________________________________________________ 

Parent/Guardian signature: __________________________________ Date: __________ 
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REC&ED CAMP 
SPECIAL NEEDS PLANNING FORM 

 

 

PARENT NAME: _______________________PHONE(H):_____________(C):___________ 

STUDENT:                                                                       DOB:        GRADE:        

SCHOOL:                                  201516 CLASSROOM TEACHER:__________________ 

Requested Camps   
Camp Name(s)  Camp ID Number 
   
   
   
 

I will be dropping off my child at (time): ______________and picking up at _____________ 
This form will be used to assist camp staff in knowing and making accommodations for your 
child’s special needs. Complete the info below so we can best support your child.   
 

Communication: Identify any special communication styles your child has. Identify any device, 
board, book, etc. (including AT devices, communication systems, etc.) that your child uses in 
school. 

 
Need for interpreter?  YES ▢   NO ▢  
 

Furniture/ Equipment: Identify any equipment your child uses and that you will provide (e.g. 
chairs or sensory seating, walker, etc.). 
 
Behavioral:  
When angry, my child will_____________________________________________ 
My child has difficulty_____________________________________________ 
When upset, my child responds best to_____________________________________________ 
My child will need assistance with the following: 

▢ dressing 
▢ remembering to use the bathroom 
▢ understanding and following simple directions 
▢ communication 
▢ other:________________________________________________________________ 

Does your child have a Behavior Plan? YES ▢   NO ▢  If yes, please attach a copy of the plan. 
Does your child need medication at camp? YES ▢   NO ▢  If yes, please attach a copy of the 
medicine authorization form. 
Academic: Does your child have an IEP? YES ▢   NO ▢  If yes, please attach a copy of the 
Least Restrictive Environment page. 
Has your child received any academic support?   YES ▢   NO ▢  Please specify: 
▢ OT     ▢ PT     ▢ Speech     ▢ TA Support     ▢ Social Work Services ▢ TC____________   
▢  Self contained classroom 

Specify any academic materials or plans that have proven effective for your child on the back of 
this form. 

Return to the Rec&Ed Office  
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1515 S. Seventh, Ann Arbor, MI 48103 
at least 4 weeks before your requested camp/program! 
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