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WELCOME!

Welcome to the EducationWorks afterschool program. Thank you for choosing us to provide enriching and educational experiences for your child during the after school hours.  We take pride in serving children and their families, and will aim to meet your needs, as we are best able. We drafted this handbook with parents in mind—please read it to learn about our program, our policies, and our procedures. We are very excited about this year, and look forward to getting to know you better! Our program is funded in part by New Jersey After 3 which is dedicated to expanding opportunities for New Jersey children to participate in high quality after school programs.  

I. Our After School Program Activities and Program Structure

Our afterschool program provides each child a fun, safe and supportive environment after school 3:00-6:00 p.m., Monday - Friday.  EW provides a range of activities to children and youth. Such activities include: 

· Homework Assistance

· Reading and writing activities

· Math Enrichment Games

· Incentives (Trips)

· Service Learning

· Arts and Crafts

· Sports, Health and Fitness Activities

Parents will receive a monthly calendar, and a parent reminder of upcoming dates or changes will be posted.

Children are divided into groups by age, and each group will have a designated group leader.

Transportation / Field Trips

· Parents/guardians must provide written consent for their children to participate in field trips.

· Only authorized vehicles will transport children on trips. Staff members are never permitted to transport children in personal vehicles.

· In the event that a program participant exhibits poor behavior during a trip, the program reserves the right to exclude the participant from future trips and activities. 

· Parents/guardians are encouraged to accompany children on trips.

· Daily transportation is not provided for the Afterschool Program.

II. Admission and Enrollment Regulations

A. Eligibility

· Children must be enrolled in Cadwalader Elementary School

· Children must be in Kindergarten through Fifth grades

· Parents may enroll their Child(ren) as long as there are available openings and adequate staff coverage.  

B. Required Forms

In order to best meet the needs of your child, our program must collect several kinds of information to keep in our files. The following forms must be completed for each participating child.

· Enrollment Form—Provides important information about your child, including his/her contact information, school, special needs, and other information.

· Emergency Contact Form—Gives us important information about who to contact in the event of an emergency.

· Health Record Form—Provides information regarding your child’s medical background and any special health needs. 
· Emergency Medical Care- Provides permission to the after school program to obtain necessary medical care for your child, if you cannot be reached. 
· Photo/Video/Interview Form-Gives permission for your child to be photographed or recorded during after school activities or events for display.
C. Fees 

Program Registration Fees 

· $15.00 per child non refundable fee 

· Due September 21, 2009

Program Fees

· Due the 15th of each month beginning October 15th, 2009

· $75.00 per month non refundable fee for the first child 

· And a Per month fee for each additional child

Scholarships are available on a sliding scale. To determine eligibility parents/guardians must certify their annual income.

Late Pick up Fee

· 6:14 p.m. is the grace period for late arrival 

· 6:15 p.m. begins the $1.00 fee per minute for late pick up, which is due on the 15th of the month.

· At 6:30 p.m. the local authorities will be notified

D. Arrival and dismissal procedures

Safety is a priority to our program. In order to ensure your child’s safety as s/he arrives to and leaves from our program, please read the procedures below.

· Participants are admitted to the after school program after the dismissal of school. Children will exit the building with their classes at dismissal and walk to the cafeteria entrance for the After School Program. Younger children will walk from their classrooms directly to the cafeteria

· Parents or authorized persons should meet children in the cafeteria or gym for pickup between 5:45 p.m. and 6:00 p.m.  On a day when an earlier pickup time is necessary, please notify the Site Coordinator ahead of time.   

· Children in grades 1 – 5 who do have not signed permission to walk home are not permitted to leave the program without an adult escort.

· The signature of a parent or authorized person is required before the child is released from the program. I.D. may be required upon pick-up.  

· If any unauthorized person comes to pick up the child and there is no record of authorization or signed note from a parent, the child will not be released to that individual.

· In case of child custody, where the non – custodial parent or guardian may NOT pick up the child, a copy of the court identification is required. 

· Parents must call the Site Coordinator if they will be late to pick up their child.

· When the program staff is not called about a late pick-up and staff cannot continue to supervise the child at the school, local authorities (24-hour Child Abuse Hotline) may be contacted. 

· If a parent cannot be reached in event of an emergency, the program will notify the child’s emergency contacts.

E. Scheduling Changes, Absences, Withdrawal

· Program personnel will notify all parents/guardians of any emergency program or scheduling changes with adequate notice. 

· If a child will not be attending the program due to sickness, vacation, or other circumstance, the child’s parent/guardian must contact the Site Coordinator by a phone call.

· When a family withdraws their child from the program, they must notify the Site Coordinator in writing. 

III. Calendar

A. Hours of Operation

· The afterschool program will operate according to the following schedule:

	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	3:00p.m.-6:00p.m.
	3:00p.m.-6:00p.m.
	3:00p.m.-6:00p.m.
	3:00p.m.-6:00p.m.
	3:00p.m.-6:00p.m.


· Children are expected to attend Monday - Friday, from 3:00 p.m. - 6:00 p.m.

The program will not be open on:

· December 22, 2009 

· May 25, 2009

· School half days

· And school closure days 

These dates will be noted on your monthly calendar. Children must be picked up at school dismissal.

The weekly program schedule will be posted in an accessible area.  Please check the posting in order to stay informed of your child’s daily activities and any special events.

IV. Emergency/Health/Safety Information

A. Medical Care and Administration of Medication

We understand that many of our youth have special medical needs. The information below outlines how our program will work to meet these needs of your child. 

· Parents/guardians are required to provide emergency contact information and health/medical information for participating children.  If a child has a known medical condition that requires special care, the Site Coordinator must be informed.  

· Children are not permitted to be at the program if they have a fever, pink eye, impetigo, open lesions, lice, ringworm or any contagious disease such as chicken pox.  If your child develops a condition while in attendance of the program, you will be called and asked to pick up your child.
· Medication is administered under the following conditions:

1. The medication can only be administered during the after-school program at the time it is prescribed to be taken by the child.

2. EW staff will only dispense medication to children with doctor’s orders and written approval from the children’s parents.  You will be asked to fill out a medication consent form.  All medication must be in its original container including name of the pharmacy with a doctor’s instructions or instructions listed on a prescription slip.  All medication dispensed at the program, including over the counter medicines, MUST be prescribed by a doctor.  

· In case of serious illness or injury, the staff will notify the person designated on the Emergency Contact Form if the parent or guardian cannot be reached.  Emergency Contact Forms must be updated immediately following a change in any of the information on the form (address, phone numbers, contact names, etc.) 

· Program staff cannot transport the child to the hospital. In the case of an emergency, 911 and the parent(s) will be notified. A staff member will accompany the youth to the hospital. 

· An incident report will be completed by a staff member for all emergencies.

B. Safety

· Safety precaution requirements are met at all times, including fire drills and evacuation procedures.  Safety rules will be reviewed with the program participants.

· Fire drills are required by state law and will be conducted each month. 

· First aid kits are available in every program location.

C. Emergency closings and delays 

· The local Radio Station announces School District closings and delays.

· If an emergency occurs during the operation of the program, the Coordinator is authorized to close the program.  In this event parents/guardians will be called, and if they cannot be reached, emergency contacts will be called.

D. Child Abuse Reporting

· For the protection of children, staff members receive training regarding child abuse/neglect reporting. 

· Staff members are legally bound to report suspected child abuse to appropriate authorities.
Rights and Responsibilities

A. Family Rights and Responsibilities
1. Opportunities and expectations for family involvement

Involved families are an important element in the total success of the program.  We value the input of families and listen intently to their issues and concerns.

· A parent/guardian may observe the program at any time during hours of operation; however, for safety and/or practical reasons, our program reserves the right to refuse admittance to non-family members.  Please contact the Site Coordinator to schedule a program visit. 

· Parents/guardians are expected to follow the policies, procedures, rules, and regulations of the program.

· Family members may volunteer as aides, mentors, and chaperones, and may play other key roles including advisory board members. 

· Family members must show respect for all students, staff, and other adults. Adults who exhibit poor behavior (threats, fighting, etc.) risk being removed from the program

2. Parent Compacts 

· Parents must review and fulfill the requirements of the Parent Compact (see Parent Compact in Appendix).

3. Communication Between the Program & Families

· Parents/guardians are encouraged to provide input and feedback on the services as well as the needs of their child(ren).

· Staff members are accessible to families to discuss individual concerns of children enrolled in the program.

B.
Students’ Rights and Responsibilities

1. Rules of Conduct

· Children participating in program activities must:

· Show respect for each other and for staff.

· Follow program rules and directions.
· Behave responsibly.

· Exhibit appropriate and non-threatening behavior.

· Violent behavior will not be tolerated.

2. Discipline

The purpose of discipline is to encourage children to act correctly. Our discipline policy is based on the understanding that positive discipline can increase a child’s self-esteem, promote self-control and teach responsibility and good decision-making. 

Types of misbehavior include, but are not limited to:

· Failure to follow directions from program staff and/or program rules

· Disruption of program by the failure to behave in a safe, appropriate and respectful manner

· Fighting

· Cursing

· Destruction or theft of property

· Possessing or using tobacco, drugs or alcohol on program premises

The steps of the program’s discipline policy are as follows:

· When children are involved in misbehavior, staff members will intervene appropriately. Corporal punishment will never be used. 

· Disruptive children will be separated for a brief period of time, always under supervision of staff. 

· The misbehaving child and a staff member will discuss the circumstances leading up to the misbehavior and the appropriate actions that could have been taken to avoid the misbehavior, before the child returns to the program group.

· In the event that a child misbehaves a second time or in a serious manner, program staff will prepare a behavior report to advise parents about their child’s behavior. The original report will be kept in the program's files, and a copy will be given to the child's parent. 

· After 3 behavior reports, a child will be suspended from the program for 3 days. 

· If child’s behavior does not improve, the Coordinator will bring the appropriate staff and family members together to decide what is best for the child and program.

· Fighting and threatening others is not tolerated and children caught fighting will be suspended from the program for 1 to 3 days.

· After some or all of the above steps have been taken to resolve a behavior problem, and it has been determined by authorized program personnel that the child cannot function appropriately within the program, EW reserves the right to remove a child or youth from the program.

3. Personal Property

· Children and youth enrolled in the program are responsible for their own belongings including clothing, toys, and other personal items.  They will be given a place to store their belongings.

· We strongly discourage bringing toys, money, or expensive items to school or the after-school program.

· If there are missing items, parents should request an opportunity to check the school Lost and Found for the specific item(s). 

· The after-school program is not responsible for lost personal items.

EducationWorks Permission to Walk Home 

Name of Child: _______________________________________

Date: _____________________  

I _____________________________ give / do not give (circle one) consent 


Parent/Guardian
for EW After School Program to release my child at dismissal to walk home alone.

I understand that EW/Cadwalader School will not be liable for anything that happens to my child once he/she leaves the program at dismissal time.

Signed:
___________________________ date_______________

            Parent/Guardian

***Please note that a child will NOT be released to anyone whose name does not appear on the emergency contact list of pick up names. This applies to ALL children, including those who walk home by themselves.

EW/Cadwalader AFTERSCHOOL PROGRAM

AFTERSCHOOL HANDBOOK

I ______________________________________ have received the 

Afterschool Handbook on ________________.  

I am the parent/guardian of __________________________________

Parent/Guardian ___________________________________________







(Signature)

Site Coordinator   ____________________________________________




(Signature)

Corpsmember    ____________________________________________




(Signature)

EW/Cadwalader AFTERSCHOOL PROGRAM

AFTERSCHOOL HANDBOOK

I ______________________________________ have received the 

After School Handbook on ________________.  

I am the parent/guardian of __________________________________

Parent/Guardian ___________________________________________







(Signature)

Site Coordinator    ____________________________________________




(Signature)

Corpsmember    ____________________________________________




(Signature)

EducationWorks Permission - Walks within the school’s neighborhood

Name of Child: _______________________________________

Date: _____________________  

I _____________________________ give / do not give (circle one) consent 


Parent/Guardian
for my child to take walks within the school’s neighborhood with EW Afterschool program staff and his/her group.

Walks may involve visits to the neighborhood library. 

Other facilities will not be entered without separate individual signed permission slips.

Signed:
___________________________ date_______________

            Parent/Guardian

EW AFTERSCHOOL PROGRAM

Parent/Guardian Compact

We commit to responsibilities on behalf of our children
The staff of the EW After School program and you as a parent/guardian are committed to improving the educational potential of every child by working together to cooperatively raise student achievement levels.  To that end, we jointly agree that:

EW After School program WILL:

1. Supervise your child at all times.
2. Make your child feel welcomed, comfortable, and safe.
3. Implement a creative and enjoyable program.
4. Provide academic and personal enrichment.
5. Provide homework assistance: EW does not promise that homework will be completed each day.  

6. Allow time for creative activities and indoor/outdoor recreation.

AS THE LEGAL GUARDIAN OF ____________________________________ I WILL:

1. Work with my child and his/her group leaders toward the goal of supporting my child’s academic and social development.
2. Pick up my child on time.

3. Make sure that my child’s homework is complete and correct each night.
4. Read with my child at least 15 minutes a day.

5. Attend at least 1 parent/guardian workshop during the school year.

6. Communicate regularly with program staff

Agreed to on this date________________________ 

by ________________________________________ Legal Parent/Guardian of Record







     __________________________________

Site Coordinator
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