Kings Club Extended Day Program

Mission Statement

In accordance with themission of Christ the King School of the Diocese of Fort
Wayne/'South Bend, this program intendsto be a vibrant Christian community where
children are encouraged and suppotted to reach thar full potential spiritudly,
intellectudly, sodally, and physcaly in a safe and welcoming environment.

General Description

KingsClub will be open from 3:00D6:00 p.m. each full school day andfrom
11:30am. until 6:00 p.m. on scheduled hdf-days. It serves working families of the
schoolwho desire after school carein a Christian environment. The program provides
care for children in kindergarten througheighth grade.

TheKings Club Program provides activities geared to theagelevels and
developmental needs of the children served. Theprogram indudes supeavised playtime,
indoorboad games, movies, art activities, and a supevised study period. Thoughtimeis
available for the students to do ther homework, the caregivers are notresponsble to see
tha all individud homework assignments are completed.

Registration

Registrationsare accepted at any time during the school year in the school office.
Applicants will be given a packet of information that explainsthe program as well as
emergency informationforms and a parent handbak. All forms mus be completed and
returned alongwith a $20nonrefundale registration fee per child. A payment for the
first two weeks of careis dueon theday tha your child beginsthe program.

Fees

KingsClubis a sdf-suppoting program funded by parental feesfor service.
KingsClubis sponsred by Christ theKing Schod and is administered throughthe
school office. Feesare set onan annud school year basis. This program is designed for
theworking family that needsafter school care for thar children. Theprogram is not
designald to beused as adrop-in, day care facility. Thefee schedule reflects this purpo<e.
Fees are pad monthly based on days contracted by parent. Thefollowingisasummary B
see paent handbookfor complete explanaion of fees.

5 days aweek - $156.00/ month payable for 10 months (approx. $7.80/day)
4 days aweek - $131.00/month payable for 10 months (approx. $8.19day)
3 days aweek - $103.50/ month payable for 10 months (approx. $8.63/day)
2 days aweek - $70.00/ month payable for 10 months (approx. $8.75/day)
Drop-in (24 hr notice) @ $10day

Half-day (24 hr notice) @ $20day



Kings Club
Extended Day Program

Parent Handbook

Welcome to the Christ theKing School Kings Club Extended Day Program. KingsClub
provides after school care for children in kindergarten througheighth grade. This Parent
Handbookis part of the enrollment agreement between KingsClub and the parents or
guadiansof the child(ren) enrolled in the program.

In accordance with themission of Christ the King School of the Diocese of Fort
Wayne/South Bend, this program intendsto be a vibrant Christian community where
children are encouraged and suppotted to reach thar full potential spiritudly,
intellectudly, sodally, and physcaly in a safe and welcoming environment. The
program offers a variety of activities for children induding recreation and games, arts and
crafts, reading, quiet time for homework and free time for children to pursuethear own
interestsin a safe, friendly Christian environment.
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Section 1 DParent Expectations

Parents may expect that

Ther child(ren) is/are cared for in a safe, Christian environment.

They will beable to communicate on aregular basis with the KingsClub coordinator.
They will betold aboutany misbehavior or othe problems related to ther child.
Thewill be contacted promptly if ther child failsto arrive at KingsClub as indicated by
enrollment information.

They will receive regular communicationsaboutKingsClub activities.

Section 2 DKingsClub expectations of parents

KingsClub expects parents to:

Pay fees ontimein accordance with schedule.

K eep the child@ records up-to-date.

Keep track of expenses for tax purposes.

Pick up child(ren) ontime.

Follow hedlth and safety policies.

Contact theKingsClub coordinaor in advance if thar child will notbe attending.
Coopeate with the KingsClub coordinaor to improve child® behavior if necessary.
Signther child outeach day.

Section 3 DChildren( expectations

Children may expect to:

Have a safe, Christian environment.

Share program equipment, materials and facilitieson an equd basis.

Be treated with respect.

Receive disciplinetha is fair and non-punitive.

Receive nurturing care from staff members who are actively involved in ther activities.

Section 4 DKingsClub expectations of children

KingsClub expects children to:

Be responsble for ther actions

Adheeto the Disciplinewith Purpose skills tha guide them during the school day and at
KingsClub.

Remain with the groupand child care staff at all times.

Take care of equipment and materials and assist with putting thingsaway.



Section 5 DFees and Payment Policy

KingsClubis a sdf-suppoting program funded by parental feesfor service.
KingsClubis sponsred by Christ theKing Schod and is administered throughthe
school office. Feesare set onan annud school year basis. This program is designed for
theworking family that needsafter school care for ther children. Theprogramisnot a
drop-in, day carefacility. Thefee schedule reflects this purpos. Paymentsare dueto
the school office by the 1% of the month, September through May. The August
payment must be paid by the 25".

Parents mug make arrangements for ther children to bein the program througha
registration process. Thereisanon-refundable $20.00 per child registration fee at
thetimeformsare completed. No child will beaccepted into the program without
completed registration forms and registration fee paid.

Payment Schedule

There are 9 scheduled half-days. These are pad for sepaately at thetime of
service. KingsClub will beclosed the hdf day prior to Thanksgiving, Christmas, Good
Friday, and summer vacation. Parents enter into a contract with the school according to
how many nomal school days per week they will need the program services. Half-day
child careis pad separately onape day basis. Thefollowingisaper child fee schedule
for regular school days. Additiond children from the same family will save 10%onthe
per child fee.

5 days per week program schedule = $156.00 per month payment for 20 months.
(Approximately $7.80 per day)

4 days per week program schedule = $131.00 per month payment for 10 months.
(Approximately $8.19 per day)

3 days per week program schedule = $103.50 per month payment for 20 months.
(Approximately $8.63 per day)

2 days pe week program schedule = $70.00 per month payment for 10 months.
(Approximately $8.75 per day)

1 day Drop-ins 3-6 p.m. (w/24 hou notice) = $1000 per day, payable when thechild is
pre-registered.

1 day Half-days 11:30a.m. ©6:00 p.m. (w/ 24 hour notice) = $2000 per day, payable
when thechild is pre-registered.

Note: for both drop-insand haf-days, parents mug have ther children pre-registered and
then give thedirector a24 hou natice. Thisis mandaory for safety reasons Thedirector
mug secure enoughassistants to cover the number of children in the program onany
given day.



If achild isenrolled in the program and extra days during any given week are
necessary for a parent@ schedule, the extra days will beat the Drop-in charge of $1000
per day, payable when the child is picked up. If achild enrolled in the program and
specia haf-days are necessary for a paent@® schedule, the haf days will be at the hdf-
day charge of $20per day, payable when the child is picked up. In both cases, a 24 hou
notice is required.

Childcare services will be sugpended immediately if fees are past duemore than
five schooldays. Fees mug bepadin full before thechild isreindated. Insufficient
fund checks are consdered nonpament of fees. Childcare services will be sugpenddl if
fees are not pad within five school days. Fees must bepad in full before thechildis
reindated. A $20feewill beassessed to the parent for insufficient fund checks.

All enrollment forms need to be completed and returned to the school office
before the child can attend KingsClub. Additiond childcare for hdf-days mug be
arranged throughthe school office.

Section 6 Plnternal Revenue Service

Parents are responsble for keeping track of childcare expenses for tax purmposes.
A receipt will beissued for every payment for the parent/guadian records KingsClub
does not provideindvidud statements of expenses for parents. A form for recording
paymentsis provided to assist you with record keeping. Thetaxpayer 1.D. number is
35-0886831.

Section 7 DRegistration and Enrollment

Parents musgt complete aregistration form and submit it with a$20annud, non
refundale registration fee for each child enrolled. To beéligible to enroll in the
program, a child mug bein grades K-8 and attend Christ the King School. A child may
beenrolled in the program at any time throughoutthe school year. Parents wishing to
withdraw ther child from the program should provide written notice to the KingsClub
coordinaor two weeks in advance.

Registrationsare accepted at any time during the school year in the school office.
Applicants will be given a packet of information that explainsthe program as well as
emergency informationforms and a parent handbaok. All forms mus be completed and
returned alongwith a $20nonrefundale registration fee per child. A payment for the
first two weeks of careis dueon theday tha your child beginsthe program.

Early registrationis encouraged for all students who are planning to paticipae in
theprogram in thecoming school year. Late inthespring, parents are asked to pre-
register thar child for thecoming year by theend of the school year. Thiswill allow the
KingsClub administration to hire staff, order materials and prepare the site for thenew
school year.



Section 8 BPEnrollment Forms

Parents mug complete al of thefollowing enrollment forms before a child can attend
KingsClub:

Enrollment agreement form

General Information

Release Parent Emergency Medical Conent
Departure Procedure From

Medication Authorization Form (if needed)

Parents should notify the KingsClub coardinator if any information contained in the
enrollment forms needsto be updded such as emergency phonenumbers.

Section 9 DHour s of Operation

Regular Scool Days::

The program commences at the end of school and opeates until 6:00 p.m. Parents must
pick ther children up on or before 6:00 p.m. or face an overtime fee of $1 pe minute.
For safety, parents mug signthar children outdaly.

Childcare service may be sugpended for oneweek if more than three overtime charges
occur. TheKingsClub coordinaor will determineif sugpensoniswarranted.

Half-days:

The program commences at theend of schoolat 11:30am. until 6:00p.m. Theeisa
different chargefor KingsClub membersfor those days that are payable when the child
is picked up. Students who do not normally attend KingsClub on that certain day of the
week mug be pre-registered if they wish to attend on hdf days. Registrationisdone
throughthe school office. Thecos for hdf day childcare is $20 per child.



Section 10 DAbsences

If your child will beabsent from KingsClub because of a scheduled appointment,
vacation or other plannad absence, please notify the KingsClub coordinaor, in writing,
in advance.

In case of illness, when you call the school to repart the absence or when you pick
up your child from school, please notify the KingsClub coordinator by leaving a message
onther voice mail. Withoutprior notice, an absence may be mistaken for amissing
child. If achild doesnotarrive at the program as scheduled, the coordinator will contact
thepaents. If apaent cannotbereached, the coordinaor will contact an emergency
contact person.

Theprogram is a service for theworking paents and it isthe entire program tha
thefee schedule is set to cover. Payments are notbased on attendance; therefore, there
will beno refund for days missed or emergency notice of school closngs This
program will coinadewith the school calenda.

Section 11 DRelease of Children

Parents should not take children from the premises withoutnotifying the staff and
signing outthechild. Children will only bereleased to parents or personsidentified on
theregistrationform. A picture ID will berequested of thos other than the parents.
There will beno exceptionsto thisrule.

In the event of an emergency, parents will becontacted. The staff has been
ingructed to follow the same procedures tha are used during normal school hoursin the
event of afire or tornado warning.

Children mug arrive and depart from the program according to the schedule
submitted by parents onthe Departure Procedures form. Students mug be signed out
with the director of the program or her designee every day by 6:00 P.M. A subgantial
fee of $1.00 per minute/per child will be assessed for late pick-ups

Children will not be allowed to leave with any person other than therr parent or
guadian unless permission has been submitted to the coordinator in writing. All children
mug be signed out by the person picking them up before they arereleased. If special
departure indructiionsare necessary, the paent needsto fill out an Exceptionto
Departure Procedures form and submit it in advance.



Section 12 D Scheduled and Unscheduled School Cancdlations, Delaysand Closngs

Unscheduled Sthool Cancellation/Early Dismissal

KingsClubis closed on days when schoolis cancelled dueto wesather, flooding,
heating failure, lack of power or any other reason deemed necessary by administration.

Sdeduled Early Dismissal:
KingsClub will be open on scheduled hdf-days. Students tha regularly attend

tha day will incur additiond charges. Thos students who are not scheduled for tha day
mug make arrangements for childcare throughtheschool office in advance.

Section 13- Digtribution of M edications

When KingsClubisresponsble for administering a prescription or over-the-
counter medication to a child, parents mug provide a completed, signed Medication
Authorization form. The medication mug beprovided initsorigind container, or a
container accompanied by thedodor@ingructions If medicationwill bekept at Kings
Club for thetreatment of a chronic condition, no more than onemonth@ supply should be
provided at any time.

Section 14 DHealth and Safety

Any child with aknown medical condition such as asthma, diabetes, seizure
disorder or other chronic health problem cannotbeenrolled withoutwritten emergency
ingructionsfrom the parent in case an emergency situation should arise at King® Club.
An up-to-dae Medication Authorization form mug beonfile.

If achild becomesill during KingsClub, or exhibits the signsof a contagious
disease such as fever of 100degrees or over, vomiting, diarrhea, or othe serious
symptoms, the paent will benotified to pick the child up immediately.

In case of an accident, paents will be called immediately and appropriatefirst aid
treatment will beadministered to the child. In case of seriousinjury or accident,
emergency personné will trangport the child to the nearest local hosital and parents will
benotfied immediately.

Section 15- Communications

Communication isimportant to the successful operation of KingsClub. The
KingsClub coordinaor has voice mail aswell asacell phone Parents may call and
leave voice mail messages at any time, and the coordinator will return calls onatimely
basis. During KingsClub hours of opeation, thecoordinaor carries a cell phonetha can
becalled to communicate directly with the coordinator in case of emergency.



Section 16 DSnacks/L unches

Dueto thepossibility of allergic reactions KingsClub will not provide any food
for thechildren. Indead, parents are asked to send snacks and drinkswith ther children
onadaly basis. Parents are also asked to send lunch in with thar children onthe hdf-

days.

Section 17- Children® Per sonal Belongings

Persond propety bdongngto KingsClub children such as coas, and school
bags mug be cleared fromthe childcare room after each session of the program. Kings
Club staff will place al persond propaty remaining after asession in theschod® logt
and foundbox KingsClub staff is notresponsble for the persond propety of the
children.

Children are notalowed to bring money, toys, video games or other such items to
KingsClub unless the coordinaor has granted specia permission.

Section 18 DDiscipline

Thegod of disciplineisto maintain a safe, pleasant environment for children and staff
and to encourage children to become happy, coopeative paticipantsin the program.
Effective discipline should:

Show respect to others and your school
Contribute to thelearning environment
Follow classroom procedures

Staff memberswill use Discipline With Purpose techniques for guiding children. Theuse
of verbd or physcal abusis gtrictly forbidden. Postive reinforcement will be used to
encourage goodbehavior.

Section 19 DDischarge

Chronically disruptive behavior is defined as verbd or physcal activity, which
may indude butis notlimited to, behavior tha requires congdant attention from the staff,
inflicts physcal or emotional harm on other children or the staff, or ongong disregard for
KingsClubrules. Children are expected to use thear Disciplinewith Purpose Skills while
at KingsClub. In mog cases, disruptive behavior will bedealt with in thefollowing
manne’

A staff membe will talk with the child and the child will receive atime-outto cool off
and think abouthis or her actions



If asecondtime-outis necessary in asingle day, the coordinaor will fill outa notice tha
will begiven to theparent or guadian to read and sign. Thenotice will beretumed to
KingsClub and filed with the child@ enroliment information.

If achild receives three written behavior-related notices, the child will be sugppended
effective at theend of theday of thethird report. During thefirst week of sugpenson, the
coordinator and school princpd will meet with the parent(s) in order to determine
conditionsfor reindatement. Parents are responsble for all fees.

If, after achild is reindated, heor shereceives afourth behavior notice, the coordinaor
may sugpend the child immediately induding, if necessary, caling a parent to come and
get thechild.

The coordinator may recommend to the school prindpd the discharge of the student
withouttheright of reingatement for theremainde of the school year.



