
賄賅賆資賈賉賊賋賌賍賎賏賐 Bee Happy Day Program Policies and Procedures 

Bee Happy Day Program is where adults with intellectual and cognitive disabilities are 
empowered to reach their full potential through hands-on activities that challenge them. 

 

Our Mission and Vision Statement 

Our vision is to assist families who have amazing people with developmental disabilities 
with support at all stages of life. We want to provide hope and be the arms of Jesus and 
assist them all to reach their personal potential through many diƯerent avenues. 

 

Products and Services 

Bee Happy will oƯer a variety of services: 

 Daily Living Skills 

 Exercise Program 

 Social skills 

 Arts and Crafts 

 Gardening 

 Field Trips 

 Teamwork Skills 

 Achieving Personal Goals (Personal Centered Planning) 

 

ENROLLMENT 

Enrollment at Bee Happy Day Program is open to any special needs adult eighteen plus. 
Enrollment shall be granted without regard to race, color, creed, religion, national origin, 
and gender. 

Initial enrollment is contingent upon receipt of the completed enrollment application, 
signed Bee Happy Handbook receipt and fee arrangements. The Enrollment Application 
and Fee Agreements are not meant to serve as contracts guaranteeing service for any 
duration. 



Continued enrollment is contingent upon the guardian and Busy Bee’s adherence to the 
policies and procedures outlined in this handbook, including timely payment of all fees and 
tuition. Guardians must notify Bee Happy Day Program immediately of any changes to 
information collected at the time of enrollment or thereafter, as failure to do so may result 
in dis-enrollment. Enrolled spots will not be held if someone is withdrawn and decides to 
enroll again; they will go on the waitlist. 

 

Hours, Days, and Months of Operation 

Bee Happy Day Program is open year-round from 9:00am-3:00pm, Tuesday through 
Friday, except for specified days listed on the yearly calendar. Additional fees may apply 
for field trips or parties if not covered by BH. 

 

TUITION 

All legal guardians are required to sign an Enrollment Agreement prior to enrollment. 
Guardians must indicate to whom all billing information and correspondence are to be 
addressed. 

 There is no tuition credit or refund due to miss days for any reason. 

 Non-payment of tuition is grounds for immediate dismissal. Timely payments are 
essential for continued enrollment. 

 If you anticipate diƯiculty with paying on time, you must discuss the matter with the 
Director immediately to approve alternative arrangements. 

 Bee-Happy Day Program requires that all payments (weekly tuition) be made in full 
the month prior to attendance. Invoices are sent out between the 15th and the 
22nd of each month and are due on or before the first business day of the month. 

 Non-payment of any invoiced fees may result in automatic withdrawal and denial 
to the program. 

Private Pay Fees and Sliding Scale 

 All Private Pay fees will be assessed based on income. 

 Participants on the sliding scale will be reviewed annually in May. 

 To be considered for the sliding scale, you must provide: 



o The most recently completed tax return(s) for the entire household. 

o 2 months of pay stubs for everyone living in the house. 

o If the individual is living alone: A tax statement from the social security 
oƯice and 2 months of utility bills in their name prior to sliding scale 
considerations. 

 Failure to provide the documentation will result in placement in Tier 5. 

 Provider Pay Participants: If your Busy Bee misses a scheduled day, you will need 
to private pay the missed day at $35 per day. 

LATE PAYMENTS 

 A $35.00 late fee will be charged for any tuition paid after the due date on the 
invoice. 

 A $35.00 processing fee will be charged for any returned payments. 

 

VOLUNTEER HOURS 

Bee Happy has implemented required volunteer hours starting the end of 2023 to assist the 
program, including those who are provider pay. 

 Each quarter, every Busy Bee family must sign up for at least 2 time slots to 
volunteer per quarter. 

 Alternatively, families may pay a buy fee of $120.00 per quarter ($480.00 annual). 

 The exception is for those who volunteer at least one day a week for every week in 
each quarter. 

 Failure to comply can result in dismissal of the Busy Bee from the program. 

 

CONFIDENTIALITY 

 Confidential and sensitive information will only be shared with employees of Bee 
Happy Day Program, your Busy Bee’s physician(s), therapist(s), and/or student 
interns who have a "need to know" to care for your Busy Bee. 

 Confidential information about faculty, other parents and/or Busy Bees will not be 
shared with anyone. 



 Confidential information includes, but is not limited to, names, addresses, phone 
numbers, disability information, and HIV/AIDS status or other health-related 
information. 

 Employees are strictly prohibited from discussing anything about another Busy Bee 
with you. 

 Guardians are NOT allowed to discuss any Busy Bee or employee through private 
email, social media, or group forums. This type of conversation will not be tolerated 
and could result in the family’s dismissal. 

 If a guardian has a concern regarding another Busy Bee or employee, they should 
contact a director directly. 

 

CODE OF CONDUCT 

The program requires the guardian and the Busy Bees to behave in a manner consistent 
with decency, courtesy, and respect. Everyone is required to behave in a manner that 
fosters the ideal environment for a Busy Bee to grow, learn, and develop, and those who do 
not comply may be asked to not return to the program. 

Swearing/Cursing 

No guardian, staƯ, or Busy Bee is permitted to curse or use other inappropriate language 
on program property at any time. Inappropriate language shall NOT be directed toward staƯ 
members or a Busy Bee. 

SMOKING 

No guardian, staƯ, or Busy Bee is permitted to smoke onsite or on field trips. 

BEHAVIORS 

All disagreements with staƯ must be handled in a calm and respectful manner; 
confrontational interactions are prohibited. 

Policy for Handling Concerns 

1. First, discuss the concern with the lead staƯ member on site. 

2. If unresolved, the matter should be brought to the attention of the Director; a three-
way conference may be arranged. 



3. If a resolution is still not reached, the matter will be brought to the attention of the 
Executive Director and/or the Board of Directors. 

 

DISMISSAL 

Bee Happy Day Program reserves the right to dismiss any individual at any time with or 
without cause. Circumstances that can result in Busy Bee dismissal include, but are not 
limited to: 

 Busy Bee Behavior: 

o Any Busy Bee whose needs cannot be met in a group setting (e.g., cannot 
have a good relationship with other Busy Bees, unable to follow rules and 
staƯ instructions). 

o A Busy Bee who continually places the safety of themselves, other Busy 
Bees, or staƯ at risk. 

o A Busy Bee with behavior problems so severe they cannot be accommodated 
within the scope of the regular program and regular staƯ. 

 Guardian or Busy Bee Parental disregard for Center policy: 

o Tuition is overdue and there is no written plan for payment of back tuition. 

o Consistent disregard for the hours of operation. 

o Failure to treat the Busy Bee staƯ and Busy Bees with respect. 

o Spreading negativity or slanderous remarks about the program outside of 
it. 

The Executive Director may dismiss any Busy Bee at any time if deemed necessary. When 
possible, the program endeavors to follow a procedure: 

1. Guardians will be notified of the issue by staƯ as soon as possible. 

2. Guardians or staƯ will set up a conference for discussion of problems within 48 
hours. 

3. If significant improvement is not observed, guardians will be asked to seek outside 
assistance. 

 Any past due balances must be paid at the time of the dismissal. 



 Any balances remaining after a 30-day period will be referred to the agency’s legal 
counsel for collection. 

 The Board will not overturn the Executive Director's decision unless it is shown they 
acted in a biased or unprofessional manner. 

 Bee Happy will request assistance from local police should any Busy Bee or 
guardian become disruptive and unsafe. 

 Following a dismissal, any guardian or Busy Bee who harasses, threatens, or causes 
harm to anyone aƯiliated with Bee Happy will be fully prosecuted by the law. 

PROVIDER PAY 

If a client is provider pay and the provider has not made a payment in 90 days, the client 
will be discontinued service with Bee Happy Day Programs. The client may choose to 
private pay at the Tier 5 level until the provider makes the 90-day payment and informs 
Bee Happy they are paying again. 

 

WITHDRAWAL 

One month’s written notice via the Withdrawal Notice Form, at the end of a month, is 
required when withdrawing a Busy Bee for any reason. 

WITHDRAWAL NOTICE 

 30-day notice must be provided to the Manager or Director of Bee Happy that the 
Busy Bee will be leaving the program. 

 If you do not provide a 30-day notice, you will be responsible for the daily rate for 
any day that Bee Happy is open for those 30 days. 

 If you want to re-enroll, this fee must be paid prior to being put on the waitlist and 
receiving any service. 

 

ARRIVAL PROCEDURES 

Bee Happy Day Program opens at 9am. 

 There is a 10-minute grace period on arrival and departure. 

 If the Busy Bee arrives prior to 8:50 am, there is a $10 cash charge paid upon early 
arrival. 



 The guardian dropping oƯ must walk the Busy Bee into Bee Happy Day Program. 

 If the guardian cannot sign them in, they must call or text a staƯ member to notify 
them of the Busy Bee's arrival and ensure a staƯ member is at the door watching the 
Busy Bee arrive. 

Guardians are encouraged to inform the program by 8:30am if a Busy Bee will not be 
attending or will arrive late on a scheduled day. The program reserves the right to refuse 
admission to any Busy Bee at any time for reasons including: lack of staƯ to maintain 
appropriate StaƯ to Busy Bee Ratios or if the Busy Bee is deemed too ill (e.g., has a 
temperature, diarrhea, or nausea). 

 

PICK-UP PROCEDURES 

Guardians or authorized adults are required to sign out their Busy Bee on the sign-out 
sheet. If you are unable to come into the facility to sign them out, you must message the 
Director or other staƯ to have the Busy Bee walked to your vehicle. Once signed out, the 
parent is solely responsible for supervising their Busy Bee while on the premises. 

Late Pick-Up 

Pick-up is by 3:00 pm. 

 You will be charged $10.00 if you arrive past 3:10pm per Busy Bee for the first 
minute. 

 You will be charged $2.00 for every 5-minute increment after 3:10 pm. 

 This fee must be paid at pick up in cash (it will not be invoiced). 

 

DRESS CODE 

Busy Bees are required to be dressed in seasonably appropriate, comfortable clothing. 

 If a Busy Bee is prone to bathroom incidents, a clothing change must be kept at the 
program and replaced when used. 

 If a Busy Bee wears a dress, they must wear shorts underneath. 

 If a Busy Bee has baggie pants or shorts, they must wear a belt and be wearing 
underwear. 



 Upon arrival, if a Busy Bee is wearing a coat, a guardian or staƯ member will assist in 
removing it and placing it in the locker, unless the Busy Bee is capable of doing so 
independently. 

 

DISCIPLINE AND GUIDANCE 

Discipline shall be individualized and consistent, appropriate to the Busy Bee’s level of 
understanding, and directed toward teaching acceptable behavior and self-control. 
Positive methods are used, including: 

 Using praise and encouragement of good behavior. 

 Reminding a Busy Bee of behavior expectations daily with clear, positive 
statements. 

 Redirecting behavior using positive statements. 

 Using brief supervised separation from the group, limited to no more than one 
minute per year of the age of the Busy Bee. 

Prohibited types of discipline and guidance include: 

 Humiliating, ridiculing, rejecting, or yelling at a Busy Bee. 

 Subjecting a Busy Bee to harsh, abusive, or profane language. 

 Subjecting Busy Bee to psychological abuse or using coercion. 

 Placing a Busy Bee in a locked or dark room, bathroom, or closet with the door 
closed. 

 Requiring a Busy Bee to remain silent or inactive for inappropriately long periods. 

 

Abuse and Neglect Policy and Procedures (Definitions) 

 Abuse: The willful infliction of injury, unreasonable confinement, intimidation, or 
punishment with resulting physical harm, pain, or mental anguish. Willful means 
the individual acted deliberately, not that they intended to inflict injury or harm. 

 Mental Abuse/Verbal Abuse: The use of verbal or nonverbal conduct which causes 
or has the potential to cause anyone to experience humiliation, intimidation, fear, 
shame, agitation, or degradation. 



 Mental Abuse/Social Media Abuse: Abuse facilitated or enabled using technology, 
such as distributing degrading or humiliating photographs or recordings through 
social media or multimedia messaging. 

 Physical Abuse: Includes, but is not limited to, hitting, slapping, punching, biting, 
and kicking. 

 Corporal Punishment: Physical punishment used to correct or control behavior, 
including pinching, spanking, slapping of hands, flicking, or hitting an object. 

 Sexual Abuse: Non-consensual sexual contact of any type. 

 Neglect: The failure of the facility, its employees, or service providers to provide 
goods and services necessary to avoid physical harm, pain, mental anguish, or 
emotional distress. 

 Exploitation: Taking advantage of anyone for personal gain using manipulation, 
intimidation, threats, or coercion. 

 

Bee Happy Day Program Relationship and Physical Contact Policy 

We promote healthy, respectful relationships among clients while ensuring a safe, 
respectful environment. 

 Physical contact is limited to side hugs for no more than 3 seconds and holding 
hands. No other forms of physical contact are allowed. 

 Supervised Interactions: Clients are never left alone with another client during 
program hours. All interactions are supervised to ensure safety, maintain 
boundaries, and prevent inappropriate behavior. 

 Focus on Education: We provide guidance on personal boundaries, social skills, 
and appropriate relationship behavior as part of our curriculum. 

 Responsibility Outside of Program: What happens between clients outside of 
program hours is not the responsibility of Bee Happy Day Program. 

 

Communication Policy 

The purpose of this policy is to outline expectations for communication to promote healthy 
boundaries, accountability, and transparency. 



Ministry-Based Relationship Culture 

StaƯ are encouraged to show care and build trust with participants while maintaining 
professional boundaries. 

Social Media and Private Messaging 

 StaƯ should not initiate private messages or conversations through social media or 
text with Busy Bees. 

 If a Busy Bee reaches out to a staƯ member, staƯ may respond in a kind and 
appropriate way. 

 If the message is concerning or inappropriate, staƯ are expected to use the moment 
as a teachable opportunity and then notify leadership. 

Family Responsibility 

Families are responsible for monitoring their Busy Bee’s online activity and setting 
communication expectations at home. If families believe private messaging with staƯ is 
inappropriate for their individual, they should clearly communicate that expectation to 
their Busy Bee directly. 

Reporting & Documentation 

If a staƯ member believes a communication has crossed a boundary, they are to: 

1. Gently address the situation with the participant. 

2. Inform upper management immediately so it can be documented. 

3. Notify the participant’s family when needed. 

Encouragement of Participation 

No Busy Bee will be punished or shamed for accidental communication; staƯ will work to 
reassure participants that they are not in trouble and are always welcome. 

 

No FaceTime/Video Calls Policy  

To maintain a focused, respectful, and productive environment, all participants must 
refrain from making or receiving FaceTime/video calls while at the program. If a 
participant needs to urgently contact someone, staƯ will assist by providing access to a 
phone for voice calls. 



Charging Devices Policy  

Due to safety concerns, personal chargers are no longer permitted to be brought or used 
during day program hours. 

 Participants must charge their devices fully before arriving. 

 Portable battery packs that do not require plugging into an outlet will still be 
allowed, provided they do not pose a safety risk. 

 If a participant’s phone dies and they need to make an important call, staƯ will 
ensure immediate access to a phone. 

 

Transportation Policy for Field Trips  

 The organization has a limited number of vehicles (two primary, with a possible 
third occasionally available). 

 The manager or lead will assign vehicles, not specific seats. 

 Clients should be prepared to ride in the assigned vehicle both to and from the field 
trip location. 

One-on-One Service  

Bee Happy does not oƯer one-on-one service, either onsite or oƯsite. 

 If a Busy Bee requires one-on-one assistance, a caretaker must accompany them 
on field trips and outings. 

 Onsite, the program cannot provide dedicated staƯ for individual support. 

 

Communicable Diseases 

Families/Caregivers are required to pick up an ill Busy Bee within 45 minutes of 
notification by phone. If a parent cannot pick up, they must arrange for an alternate pick-
up. 

 A Busy Bee will be excluded if they exhibit symptoms of any communicable disease 
and cannot return until they are no longer contagious. 

 If your Busy Bee has a fever, vomiting, or diarrhea, they are not to return until those 
conditions are non-existent. 



 

Medical Emergencies and Incident Reports 

In case of critical illness or injury, appropriate first aid/CPR will be given, emergency 
personnel will be contacted, and parents will be notified immediately. 

 Should your Busy Bee be involved in an incident/accident, a staƯ member will 
complete an Incident/Accident Report, which will be placed in the Busy Bee’s 
folder. 

 To discuss an Incident/Accident Report in-depth, you must schedule a specific 
time. 

 

Pandemic Emergency Response 

The program will follow guidelines implemented by the Centers for Disease Control and 
Prevention (CDC), Federal and Local Governments, and the Texas Health and Human 
Services Commission (HHSC). Decisions may include closure of the center. 

Pandemic Operation Guidelines 

 Limit nonessential visitors (e.g., volunteers, family members). 

 Screen each person entering for temperature and signs of illness. 

 Wipe down all surfaces with disinfectant hourly. 

 Keep a daily entry log with contact information for staƯ and participants for contact 
tracing. 

When to Stay Home: StaƯ and participants should stay home and follow CDC 
recommendations if they: 

 Have tested positive for or have symptoms of COVID-19. 

 Have recently had close contact (less than 6 feet for a cumulative total of 15 
minutes or more over 24 hours) with a person with COVID-19 during the prior 14 
days. 

 Are undergoing evaluation for COVID-19 (e.g., pending viral test). 

 Have been diagnosed with COVID-19 in the prior 10 days. 

 Should quarantine upon return in case of exposure during travel. 



Masks and Hygiene: 

 StaƯ should wear a mask when in the presence of others. 

 StaƯ and participants should wash hands often with soap and water for at least 20 
seconds, or use a hand sanitizer with at least 60% alcohol if soap and water are 
unavailable. 

 

Diversity, Equity & Inclusion Policy 

Bee-Happy Program values all qualities that make up who an individual is and commits to 
strive for diversity, equity, and inclusion on behalf of every person involved. Every volunteer, 
employee, client, and community member has equal access to taking part in the program's 
vision. 

 

Community Engagement Plan 

Community engagement is a priority, ensuring Busy Bees are out in the local community 
serving, working, and experiencing life together. 

 Activities include: OƯ-site individualized skills and socialization. 

 Busy Bees volunteer at local churches, libraries, and food pantries. 

 

Emergency Training 

The program must have the following training, documentation, and processes: 

 Fire, severe weather, or emergency drill at least once every 90 days at expected and 
unexpected times and under varying conditions. 

 Complete the HHSC Fire Drill Report Form 4719 for each required fire drill. 

Evacuation 

On-site services require posting building evacuation routes prominently. Required 
procedures include: 

 A pre-arranged location to evacuate. 

 Accounting for individuals and staƯ after evacuation, including those who are 
absent. 



 Notification of HHSC by telephone (1-800-458-9858) within 24 hours after an 
evacuation. 

 Notification of the HHSC Regulatory Services regional oƯice within 48 hours of 
evacuation and return. 

 

Policy Changes 

The Bee Happy Program reserves the right to change, delete, suspend, or discontinue parts 
or the policy in its entirety, at any time without prior notice, with any such action applying to 
existing as well as future families. 

 Bee Happy Programs reserves the right to change any policies through written 
communication with families. 

 The CDC utilizes e-mail as the prime form of communication. 

 It is the parent’s/caretaker’s responsibility to ensure the program always has an up-
to-date e-mail and phone number on file. 

 

Complaint Instructions 

 To submit a complaint online, visit the link: (https://txhhs.force.com/complaint). 

 Call 800-458-9858 to report suspected abuse or neglect of people who are older or 
who have disabilities. 

 Contact Health and Human Services by calling toll-free 1-877-787-8999. 

 

CENTER INFORMATION 

Role Name Phone Number 

Executive Director Shelley Brookins 972-467-5672 

Kaufman Manager Melissa Madsen 469-583-0362 

 



Acknowledgement 

I have read, understand, and will comply with everything contained in the Bee Happy Day 
Program Policy and Procedure handbook. 

PRINTED NAME: ____________________________________ 

BUSY BEE NAME: ____________________________________ 

GUARDIAN SIGNATURE: ______________________________ 

DATE: ________________ 

 


