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FestaVille LLC. Afterschool Supervision Program Child Abuse Policy 

Child Abuse Policy: 

All FestaVille LLC. staff are required to report to the director and owners of FestaVille LLC. any 

signs of child abuse or neglect. This includes visual observations of cuts, burns, bruises, or any 

other physical signs of child abuse. Employees are also required to report to the director and 

owners of FestaVille LLC. any reports of child abuse or maltreatment. These may include self-

testimonies from the child in question and eyewitness reports or testimonies regarding child 

abuse or maltreatment of another student. All staff of FestaVille LLC. will be required to 

understand the definitions of child abuse and maltreatment as well as be made aware of what 

signs to look for that may indicate such.  

Child Abuse: has been defined as an act, or failure to act, on the part of a parent or caretaker 

that results in the death, serious physical or emotional harm, sexual abuse, or exploitation of a 

child, or which places the child in an imminent risk of serious harm 

Child Maltreatment: is any act or series of acts of commission or omission by a parent or other 

caregiver (e.g., clergy, coach, teacher) that results in harm, potential for harm, or threat of 

harm to a child. 

Signs of Child Abuse or Maltreatment: 

Indicators 

The list that follows contains some common indicators of abuse or maltreatment. This list is 

not all-inclusive, and some abused or maltreated children may not show any of these 

symptoms. 

Indicators of Physical Abuse can include: 

 Injuries to the eyes or both sides of the head or body (accidental injuries typically only 

affect one side of the body); 

 Frequently appearing injuries such as bruises, cuts and/or burns, especially if the child is 

unable to provide an adequate explanation of the cause. These may appear in 

distinctive patterns such as grab marks, human bite marks, cigarette burns or 

impressions of other instruments; 

 Destructive, aggressive or disruptive behavior; 
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 Passive, withdrawn or emotionless behavior; and 

 Fear of going home or fear of parent(s). 

Indicators of Sexual Abuse can include: 

 Symptoms of sexually transmitted diseases; 

 Injury to genital area; 

 Difficulty and/or pain when sitting or walking; 

 Sexually suggestive, inappropriate or promiscuous behavior or verbalization; 

 Expressing age-inappropriate knowledge of sexual relations; and 

 Sexual victimization of other children. 

Indicators of Maltreatment can include: 

 Obvious malnourishment, listlessness or fatigue; 

 Stealing or begging for food; 

 Lack of personal care – poor personal hygiene, torn and/or dirty clothes; 

 Untreated need for glasses, dental care or other medical attention; 

 Frequent absence from or tardiness to school; and 

 Child inappropriately left unattended or without supervision. 

 

Any such instances will be investigated by FestaVille LLC. and reported to the OCFS. 
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FestaVille LLC. Afterschool Supervision Program Child Supervision Policy: 

K-5th Grade: FestaVille Too 

Groups for supervision for grades K-5 will be not more than 20 students per group. Each group of 20 

students must maintain 2 supervisors per group. These 2 supervisors will be responsible for the daily 

activities and responsibilities of that group. 

6th-8th Grade: FestaVille 

Groups for supervision for grades 6-8 will be not more than 30 students per group. Each group of 30 

students must maintain 2 supervisors per group. These 2 supervisors will be responsible for the daily 

activities and responsibilities of that group. 

*No Employee or volunteer that has not been cleared by OCFS is allowed to be left alone with 

any group of students for any amount of time. 
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FestaVille Children’s’ Rights, Responsibilities and Discipline Plan: 

Our goal at FestaVille is to provide an exciting and enriched environment where children can grow and develop. Positive 

reinforcement methods are used in this program. At FestaVille we treat all children with, and provide them with: 

  Respect  

 Choices of activities, locations and educational supplies.  

 A safe, dependable, and nurturing environment.  

 Educational equipment, computers, games and toys. 

 Opportunity to express emotions in an appropriate manner.  

Children must:  

 Respect the rights of themselves and others.  

 Accept limits and rules within the program  

 Respect others’ wants and needs.  

 Use manners and respectful behavior.  

 Listen, follow directions and pay attention to the counselors and directors.  

 Accept responsibility for their actions.  

 Be considerate of program materials, facilities, and other peoples belongings.  

 Ask permission to transition to different areas within the program.  

 Follow all safety rules (gym, cafeterias, halls, outdoors).  

FestaVille will use the following disciplinary steps if a child is not cooperating with program rules:  

 First step will be a verbal explanation to child how their behavior is inappropriate.  

 Second warning and reminder of inappropriate behavior and reminder of the rules.  

 Site Director will speak with child after second warning.  

 The director/staff will speak with the parents and discuss issues with the child’s behavior.  

 FestaVille reserves the right to suspend/expell any child who consistently displays inappropriate behavior, is 

disruptive to other children, or who is physically aggressive toward others at our program..  

Personal Items:  

FestaVille does not take responsibility for personal items brought to the program. We are not responsible for any 

items that are lost or stolen. 
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Sexual Harassment Policy 
The Policy Statement of FestaVille LLC. is committed to providing a safe environment for all its 

employees free from discrimination on any ground and from harassment at work including sexual 

harassment. FestaVille LLC. will operate a zero tolerance policy for any form of sexual harassment in the 

workplace, treat all incidents seriously and promptly investigate all allegations of sexual harassment. 

Any person found to have sexually harassed another will face disciplinary action, up to and including 

dismissal from employment. All complaints of sexual harassment will be taken seriously and treated 

with respect and in confidence. No one will be victimized for making such a complaint. 

 

Definition of sexual harassment 

 Sexual harassment is unwelcome conduct of a sexual nature which makes a person feel offended, 

humiliated and/or intimidated. It includes situations where a person is asked to engage in sexual activity 

as a condition of that person’s employment, as well as situations which create an environment which is 

hostile, intimidating or humiliating for the recipient. Sexual harassment can involve one or more 

incidents and actions constituting harassment may be physical, verbal and non-verbal. Examples of 

conduct or behavior which constitute sexual harassment include, but are not limited to:  

 Physical conduct  

 Unwelcome physical contact including patting, pinching, stroking, kissing, hugging, fondling, or 

inappropriate touching  

 Physical violence, including sexual assault  

 Physical contact, e.g. touching, pinching  

 The use of job-related threats or rewards to solicit sexual favors Verbal conduct  

 Comments on a worker’s appearance, age, private life, etc.  

 Sexual comments, stories and jokes  

 Sexual advances  

 Repeated and unwanted social invitations for dates or physical intimacy  

 Insults based on the sex of the worker  

 Condescending or paternalistic remarks 2  

 Sending sexually explicit messages (by phone or by email) Non-verbal conduct  
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 Display of sexually explicit or suggestive material  

 Sexually-suggestive gestures  

 Whistling  

 Leering 

Anyone can be a victim of sexual harassment, regardless of their sex and of the sex of the harasser. 

FestaVille LLC. recognizes that sexual harassment may also occur between people of the same sex. What 

matters is that the sexual conduct is unwanted and unwelcome by the person against whom the 

conduct is directed. 

FestaVille LLC. recognizes that sexual harassment is a manifestation of power relationships and often 

occurs within unequal relationships in the workplace, for example between manager or supervisor and 

employee. Anyone, including employees of FestaVille LLC., clients, customers, casual workers, 

contractors or visitors who sexually harasses another will be reprimanded in accordance with this 

internal policy. 

All sexual harassment is prohibited whether it takes place within FestaVille LLC. premises or outside, 

including at social events, business trips, training sessions or conferences sponsored by FestaVille LLC. 

Complaints procedures 

Anyone who is subject to sexual harassment should, if possible, inform the alleged harasser that the 

conduct is unwanted and unwelcome. FestaVille LLC.recognizes that sexual harassment may occur in 

unequal relationships (i.e. between a supervisor and his/her employee) and that it may not be possible 

for the victim to inform the alleged harasser. If a victim cannot directly approach an alleged harasser, 

he/she can approach one of the designated staff members responsible for receiving complaints of sexual 

harassment. This person could be another supervisor, a member of the human resources department, 

etc. When a designated person receives a complaint of sexual harassment, he/she will:  

 Immediately record the dates, times and facts of the incident(s)  

 Ascertain the views of the victim as to what outcome he/she wants  

 Ensure that the victim understands the company’s procedures for dealing with the complaint  

 Discuss and agree the next steps: either informal or formal complaint, on the understanding that 

choosing to resolve the matter informally does not preclude the victim from pursuing a formal 

complaint if he/she is not satisfied with the outcome  

 Keep a confidential record of all discussions  

 Respect the choice of the victim  
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 Ensure that the victim knows that they can lodge the complaint outside of the company through the 

relevant country/legal framework 

Throughout the complaints procedure, a victim is entitled to be helped by a counsellor within the 

company. FestaVille LLC. will nominate a number of counsellors and provide them with special training 

to enable them to assist victims of sexual harassment. FestaVille LLC. recognizes that because sexual 

harassment often occurs in unequal relationships within the workplace, victims often feel that they 

cannot come forward. FestaVille LLC. understands the need to support victims in making complaints. 

Informal complaints mechanism 

If the victim wishes to deal with the matter informally, the designated person will:  

 Give an opportunity to the alleged harasser to respond to the complaint  

 Ensure that the alleged harasser understands the complaints mechanism 4  

 Facilitate discussion between both parties to achieve an informal resolution which is acceptable to the 

complainant, or refer the matter to a designated mediator within the company to resolve the matter  

 Ensure that a confidential record is kept of what happens  

 Follow up after the outcome of the complaints mechanism to ensure that the behavior has stopped  

 Ensure that the above is done speedily and within [10] days of the complaint being made  

Formal complaints mechanism 

 If the victim wants to make a formal complaint or if the informal complaint mechanism has not led to a 

satisfactory outcome for the victim, the formal complaint mechanism should be used to resolve the 

matter. The designated person who initially received the complaint will refer the matter to a senior 

human resources manager to instigate a formal investigation. The senior human resources manager may 

deal with the matter him/herself, refer the matter to an internal or external investigator or refer it to a 

committee of three others in accordance with this policy. The person carrying out the investigation will:  

 Interview the victim and the alleged harasser separately  

 Interview other relevant third parties separately  

 Decide whether or not the incident(s) of sexual harassment took place  

 Produce a report detailing the investigations, findings and any recommendations  

 If the harassment took place, decide what the appropriate remedy for the victim is, in consultation 

with the victim (i.e.- an apology, a change to working arrangements, a promotion if the victim was 

demoted as a result of the harassment, training for the harasser, discipline, suspension, dismissal)  
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 Follow up to ensure that the recommendations are implemented, that the behavior has stopped and 

that the victim is satisfied with the outcome  

 If it cannot determine that the harassment took place, he/she may still make recommendations to 

ensure proper functioning of the workplace  

 Keep a record of all actions taken  

 Ensure that the all records concerning the matter are kept confidential  

 Ensure that the process is done as quickly as possible and in any event within [10] days of the 

complaint being made 

Outside complaints mechanisms  

A person who has been subject to sexual harassment can also make a complaint outside of the 

company.  

Sanctions and disciplinary measures  

Anyone who has been found to have sexually harassed another person under the terms of this policy is 

liable to any of the following sanctions:  

 Verbal or written warning 

 Adverse performance evaluation  

 Reduction in wages 

 Demotion  

 Suspension  

 Dismissal  

The nature of the sanctions will depend on the gravity and extent of the harassment. Suitable deterrent 

sanctions will be applied to ensure that incidents of sexual harassment are not treated as trivial. Certain 

serious cases, including physical violence, will result in the immediate dismissal of the harasser. 

Implementation of this policy 

FestaVille LLC. will ensure that this policy is widely disseminated to all relevant persons. It will be 

included in the staff handbook. All new employees must be trained on the content of this policy as part 

of their induction into the company. Every year, FestaVille LLC. will require all employees to attend a 

refresher training course on the content of this policy. It is the responsibility of every manager to ensure 

that all his/her employees are aware of the policy. 
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Monitoring and evaluation  

FestaVille LLC. recognizes the importance of monitoring this sexual harassment policy and will ensure 

that it anonymously collects statistics and data as to how it is used and whether or not it is effective. 

Supervisors, managers and those responsible for dealing with sexual harassment cases will report on 

compliance with this policy, including the number of incidents, how they were dealt with, and any 

recommendations made. This will be done on a yearly basis. As a result of this report, the company will 

evaluate the effectiveness of this policy and make any changes needed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Clarkstown Community Learning Center 

FestaVille LLC.  After School  

Supervision Program 

 
FestaVille LLC. Afterschool Supervision Program job requirements and expectations 

Program Meets: Monday-Friday following the school calendar. 

Duration of supervision session: 3:35pm-6:00pm. Children may be picked up at any time within the 
program’s time allotment, but must be signed out by parent or designated pick up person. 

*FestaVille LLC. after school supervision program will be closed when the school closes due to inclement 
weather or any other circumstance, during school vacations, ½ days, early release days, and professional 
development days. 

Location: Black and White Cafeteria FFMS Room B110 and Middle Cafeteria Room B109 

Children will be provided with a safe location, supervised by certified teachers and teaching assistants, 
where they can complete classwork, study, read, meet new friends, receive assistance with classwork 
from teachers, use iPad’s to do research or work, obtain snacks and drinks from vending machines, and 
have access to school restrooms. Employees will assist with all of the above activities. 

Resume and References: You are to provide FestaVille LLC. with a current resume with 3 (non-family) 
references that we may contact to verify your work history. 

Job Requirements: 

1) All employees of FestaVille LLC. must pass the criminal background check, fingerprinting, and 

medical evaluation to be able to work at our program.  CPR and First Aid certificate is not 

mandatory but is highly important. 

2) Employees of FestaVille LLC. are required to begin work promptly at 3:35 pm at the designated 

location and remain there until 6:00 pm or until all student participants have been picked up by 

a parent or designated pick up person.  

3) Sign students into the program and have parents or designated pick up person sign them out at 

the end of the supervision period. 

4) Sign students in/out for bathroom use. 

5) Practice and Enforce sanitary practices of handwashing after restroom use and before snacks. 

6) Remain with your assigned group of students and assist them with movement to centers and 

any help or guidance they many need with the above activities and fire and safety drills. 

7) Keep track of FestaVille resource materials that can be signed in/out for use during the 

supervision period. (i.e.: art supplies, iPad, headphones, games) 

8) Provide assistance and support to students who need help with schoolwork when needed. 

9) Uphold FFMS and FestaVille rules and guidelines for behavior and conduct during the 

supervision period. Record any injuries and or behavior problems that may occur. Report all 

such instances to the director or supervisor. 

10) Help maintain accurate attendance, supply usage, and behavioral records. 

11) Keep student and parent information and contact information confidential within the program. 
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12) Alert FestaVille LLC. as early as possible if you cannot come to work on a specific day(s) so that 

an appropriate substitute can be attained. 

13) Complete the required number of training hours as specified by NYS licensing agency based on 

your yearly time working at FestaVille LLC. A copy of completed training must be provided to 

FestaVille LLC. as proof of completion. Training will include: CPR/First Aid certification course, 5 

Hour Health and Safety Course, & Yearly Staff Orientation meeting prior to beginning of school 

year. 

**Failure to comply with any of the above requirements may be grounds for termination of 

employment by FestaVille LLC. 

Compensation:  

1) Employees will be paid at a rate of $20/hour on a bi-weekly basis by FestaVille LLC. and will be 

issued a 10-99 tax form for income reporting. 

Evaluation:  

1) Employees will be Supervised and evaluated by the Director and owners of FestaVille LLC. as to 

their effectiveness in carrying out and maintaining the above requirements. Verbal conferences 

with employees as to their effectiveness and professionalism will be conducted as needed by 

the Director and owners of FestaVille LLC.  

 

INTERESTED CANDIDATES PLEASE EMAIL: festaville@gmail.com 
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