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Operational Stability 

• [    ] Capacity Stress Test: Do you have a "Waitlist Protocol" if part-timers suddenly want 

to go full-time? 

• [    ] The "Missing Student" Workflow: A 3-step checklist for staff to follow when a child is 

15 minutes late without notice. 

• [    ] Staffing Safety Net: Identify two "on-call" options for high-volume weeks or staff 

vacations. 

Program & Engagement 

• [    ] Modular Curriculum Check: Review July/August plans. Can a student join on 

Wednesday and still understand the activity? 

• [    ] The "Rainy Day" Pivot: Five high-engagement indoor activities that require zero setup 

and keep mixed-age groups focused. 

• [    ] Supplies Audit: Order all consumables (sunscreen, art supplies, specialized equipment) 

by May 1st to avoid mid-summer shortages. 

Parent Relations & Marketing 

• [    ] Communication Calendar: Schedule your "Mid-Summer Impact Report" now (a brief 

email sent in mid-July highlighting successes). 

• [    ] Referral Kit: Create a digital "Bring a Friend" coupon or referral link to send to parents 

in late June. 

• [    ] Feedback Loop: Set a calendar reminder for a 3-question "Pulse Check" survey for 

parents 3 weeks into the program. 

Assessment & Growth 

• [    ] The "Success Story" Log: A shared doc where staff record one "Win" per week to use 

in future marketing. 

• [    ] Fall Bridge Plan: A simple flyer or email draft ready to go in August to transition 

summer families into your year-round programs. 
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Toolkit: Summer Attendance & 
Engagement Templates 

1. The "Ghosting" Protocol: Staff Workflow 

Objective: To ensure no student falls through the cracks and to maintain professional 

accountability. 

• T+15 Minutes: Check sign-in sheets against daily rosters.  

• T+30 Minutes: Cross-reference "Absence Log" (voicemails/emails). If no notice was given, 

send the Quick Check Text. 

• End of Day: If no response to text, the Director places a Wellness Call. 

2. Parent Communication Templates 

Copy, paste, and customize the bracketed text below. 

Template: The Quick Check (SMS/Text) 

"Hi [Parent Name]! We noticed [Student Name] isn't at [Program Name] today. Just 

checking in to make sure everyone is okay and that we didn't miss a schedule 

change! Hope to see them soon. – [Your Name/Program Name]" 

Script: The Wellness Call (Phone) 

"Hi [Parent Name], this is [Name] from [Program Name]. I'm calling because we 

missed [Student Name] today! Since we didn't hear from you, I wanted to 

personally reach out to make sure everyone is healthy and doing well. We have a 

great [Activity/Field Trip] planned for tomorrow and wanted to see if we should 

save a spot for [Student Name]?" 
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Template: The Re-Engagement (Email) 

Subject: We missed [Student Name] this week! 

"Hi [Parent Name], 

We’ve noticed [Student Name] hasn't been by the center for a few days. Summer 

schedules can get so hectic, but we want to make sure [Student Name] doesn't miss 

out on our upcoming [Theme/Project, e.g., 'Robot Building Week']. 

If your schedule has changed or if there's anything we can do to make drop-off 

easier, please let me know. We love having them in the group! 

Best, 

[Director Name] [Program Name]" 

3. The "Forwardable Moment" Guide 

Objective: Encourage parent referrals by providing shareable content. 

• The Action: Every Friday, send one high-quality photo of the child engaged in a project. 

• The Caption to Provide Parents: "I thought you'd love this photo of [Student Name] 

working on their [Project]. Feel free to share this with family—we are so proud of their 

progress!" 
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Worksheet: The Summer Revenue 
Leak Finder 
A self-assessment for Program Directors and Owners 

Part 1: The Cost of a "Ghost" 

Use this section to calculate what a single unexcused absence actually costs your business. 

1. Average Daily Rate per Student: $__________ 

2. Number of "No-Shows" last week: __________ 

3. Total Weekly Revenue Leak (Line 1 x Line 2): $__________ 

4. The Summer Projection (Line 3 x 10 weeks): $__________ 

Insight: If you aren’t charging for missed days or don't have a check-in protocol, you 

are effectively "donating" this amount back to families at the expense of your staff’s 

wages and program quality. 

Part 2: The "Part-Time" Variable 

Summer programs often struggle with staffing because of fluctuating part-time schedules. Let’s 

look at the gap. 

• Max Licensed Capacity: __________ students 

• Current Average Daily Attendance: __________ students 

• The "Empty Chair" Gap (Max - Average): __________ spots 

• Potential Revenue Gain (Gap x Daily Rate): $__________ 

Reflection Question: Could modular daily themes (like the ones we discussed) allow you to sell 

those "Empty Chairs" as daily drop-in spots to families on your waitlist? 
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Part 3: The Referral Value Calculator 

Engaged parents refer others. What is one happy parent worth to you? 

• Value of one full-summer enrollment: $__________ 

• Current Referral Rate: (How many new families came from existing ones last year?) 

__________ 

• Goal: Increase referrals by 10% through "Forwardable Moments." 

• Estimated New Revenue: $__________ 

Part 4: Action Plan 

Based on the numbers above, which Summer Survival Strategy will you implement first? 

• [    ] The Ghosting Protocol: To stop the leak in Part 1. 

• [    ] Modular Themes: To fill the "Empty Chairs" in Part 2. 

• [    ] Forwardable Moments: To drive the referrals in Part 3. 
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BREAK GLASS IN CASE OF EMERGENCY 

The "Zero-Prep" Pivot Handout for Staff 

When the rain starts, the heat hits 100°F, or the group energy feels "off," use these 5-minute 

shifts to regain control. 

The "Stuck Inside" Rescue 

• The Masking Tape Track: Create a "laser grid" in a hallway or a balance beam on the floor. 

Challenge students to cross without "setting off the alarm." 

• Cardboard Chaos: Give every group one cardboard box and 10 minutes. The goal: Create 

the most creative "vehicle" or "robot armor." 

• Indoor "Drive-In": If you have a projector or even just a laptop, move all chairs, make 

"cars" out of blankets/pillows, and watch a 10-minute short film or educational clip. 

The "Heat Wave" Cool Down 

• The Silent 60: Have everyone sit in total silence. They must raise their hand when they 

think exactly 60 seconds have passed. (Resets the "noise ceiling" in the room). 

• Directed Drawing: Search "How to Draw [Popular Character]" and lead a step-by-step 

session. The focus required naturally lowers the room's volume. 

• Mystery Bag: Put a random object in a pillowcase. Students must feel it and write down 

three adjectives to describe it before guessing what it is. 

The "Restless Leg" Energy Burst 

• 2-Minute Dance Party: Play the program's "Theme Song." Everyone dances. When the 

music stops, everyone must be a "statue." 

• Popcorn Questions: Toss a soft ball. The catcher has 3 seconds to answer a "Would You 

Rather" question (e.g., Would you rather have a tail or elephant ears?) before tossing it to 

a peer. 

• Keepie Uppie: Use two balloons. The entire group must work together to keep them from 

touching the floor for 2 minutes. 
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Your "Break Glass" Kit Essentials: 

Keep these 5 items in a dedicated bin for instant access: 

1. Masking Tape (The most versatile tool in your building). 

2. A Pack of Balloons (Instant high-energy engagement). 

3. A Deck of "Would You Rather" Cards (Great for transitions). 

4. A "Rainy Day" Playlist (Pre-vetted for energy and age-appropriateness). 

5. A Handful of Straws & Cotton Balls (For instant racing games). 

 

Here are a few specific ways to gamify enrichment and assessment: 

1. The "Skill Badge" Digital Passport 

Instead of a progress report, give each child a digital or physical "Passport." 

• The Game: Children earn "stamps" or "badges" for mastering specific micro-skills (e.g., 

"The Wright Brothers Badge" for aerodynamics). 

• Parent Visibility: Send a photo of the child holding their newly earned badge. It’s an 

immediate, visual indicator of a "learning win" that feels like a trophy rather than a grade. 

2. "Level Up" Challenges 

Structure your weekly themes like levels in a video game. 

• The Game: To "Level Up" from Junior Engineer to Lead Architect, a student must 

complete three specific projects. 

• Parent Visibility: Use a "Weekly Boss Battle" (a fun group project or quiz bowl) where 

parents are invited to watch the final 10 minutes or receive a video of the "victory." 
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3. Parent-Child "Mission Briefs" 

Turn home-school communication into a narrative. 

• The Game: Instead of homework, send home a "Secret Mission." If the child explains one 

thing they learned to their parent to "unlock" the mission, they get a small reward the next 

day. 

• Parent Visibility: This forces an organic conversation about the curriculum, allowing 

parents to see the progress through their child’s own excitement. 

4. The "Growth Greenhouse" (Visual Tracking) 

Use a public display in your center (and share photos of it). 

• The Game: Each child has a "seed" (a paper cut-out) on a wall. As they complete 

assessments or enrichment milestones, their "plant" grows taller. 

• Parent Visibility: It’s a literal representation of "Summer Learning Loss" being replaced by 

"Summer Growth." Parents see their child’s plant towering by the end of July. 

5. "Earned Influence" Currency 

• The Game: Students earn "Summer Credits" for academic engagement. These credits 

don't buy toys; they buy influence over the program (e.g., "10 credits lets you pick the 

theme for Friday's music," or "20 credits earns an extra 10 minutes of outdoor time for the 

whole group"). 

• Parent Visibility: Share a story: "Johnny earned enough points through his math games 

today to lead the group in our afternoon cool-down!" 
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The "Summer Explorer Passport" is a powerful tool because it turns the entire summer into a 

cohesive narrative. Instead of parents seeing a series of disconnected days, they see a "journey" 

their child is completing. 

1. The Structure: "The Three Pillars" 

Divide the passport into three distinct sections to show a well-rounded curriculum. This helps 

parents see that you are hitting academic, social, and physical goals. 

• The Discovery Zone (Academic/STEM): For badges like "Circuit Sorcerer" or "Data 

Detective." 

• The Creative Colony (Arts/Literacy): For badges like "Storysmith" or "Kinetic Artist." 

• The Leadership League (Social-Emotional): For badges like "Chief Collaborator" or "Peace 

Envoy." 

2. The Implementation: "The Stamp Ceremony" 

The "how" is just as important as the "what." 

• The Physical Passport: Give each child a physical booklet (a simple folded cardstock) on 

their first day. 

• Friday Rituals: End each week with a "Passport Review." Students present one thing they 

learned to a "Passport Officer" (a staff member or older peer) to earn their stamp. 

• Tiered Achievement: * 5 Stamps: "Local Traveler" (Small prize/sticker) 

o 10 Stamps: "Global Voyager" (Certificate) 

o 20 Stamps: "World Explorer" (Name on the "Wall of Fame") 

3. The Parent Connection: "Visual Proof" 

• Digital Snapshots: Every time a child earns a major stamp, staff take a photo of the child 

pointing to the new entry in their passport and send it to the parent. 

• The "Travel Log": Encourage kids to write one sentence next to each stamp: "I learned 

that wind can move art." This is a "micro-assessment" that proves retention to the parent 

without a formal test. 
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4. Why it solves "Summer Survival" issues: 

• For Part-Timers: Since it's a passport, it doesn't matter if a child misses a week. They just 

pick up their "travels" whenever they return. 

• For Staff: It provides a pre-made "curriculum checklist." If a teacher is stuck for an activity, 

they can look at the "Unclaimed Badges" list for inspiration. 

 

 

 

 

Contact Us: 

iCare Software 

🌐 https://icaresoftware.com/ 

✉️ info@icaresoftware.com 

☎ 978 266 0224 

 

Disclaimer: The recommendations, checklists, and strategies provided in this document are 

intended for informational purposes only and do not constitute legal or regulatory advice. Users 

are responsible for ensuring that all operational procedures comply with applicable federal, state, 

and local childcare licensing, health and safety, and labor requirements. iCare Software 

recommends a full review of these materials by your legal counsel or state licensing representative 

prior to implementation.  
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