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Introduction
This parent handbook was designed for you, as a parent of a child in St. Peter Academy after-school program. It includes information about our program, our expectations, and policies and procedures.

Mission
St. Peter Academy After-School program will provide affordable and diverse after-school care for all participating children. In doing so, it will provide peace-of-mind to working parents, who will know that their children, after a long school day, will be in a caring, safe, secure and fun environment. We will maintain an open channel of communication between parents and staff, be responsive to parents' needs and ensure that all staff members understand their roles and program expectations and are accountable for their performance.

Professional Standards and Practices
As a parent, please be aware that the following goals and responsibilities have been made priorities to all employees of the After-School Program, in regards to the care of your child:

The first responsibility of the staff is to ensure the health and safety of the children in their charge; to be alert to any safety hazard.

The next responsibility is to ensure that the parents feel confident and informed about their child's care, so that they do not worry about their child's safety, health, happiness when enrolled in our program.

Extreme or Chronic Behavioral Issues Protocol
· After-care staff will refer all major problems to the Principal once it has been determined that the child is disruptive and that "time out for restricted playtime" has been deemed ineffective.
· A child who is disrupting an after-school program activity will be sent to the principal
· The child's family will be notified
· A plan will be developed so that the child will again be allowed to attend the activity.
· If the problem(s) continues, and after consultation with the parents, the child will be removed from the program.

Program Hours
The hours of program operation are Monday through Friday, from the end of the school day (2:30) to 6:00.

Use of Cell Phones
Use of cell phones (either receiving or sending calls - text messaging) is strictly prohibited.  All phones should be turned off throughout the program hours.  Should be the child need to call the parents - there is a phone in the library available.

GENERAL AFTER-SCHOOL PROGRAM PROCEDURES

Child Pick-up Procedures
Parents or other caregivers who pick children up are required to sign children out on the daily attendance sheet. It is imperative for staff to know who is authorized to pick children up and to ensure that children leave only with adults the parents have authorized on their registration form. If a staff member is unsure if the person claiming to be authorized, it is the staff member's responsibility to check the formal documentation submitted by the parent and ask the person for identification. The staff member needs to inform the Director in such a circumstance where the party is unknown.

Payments, Delinquent and Late Payments
· Bills will go out to after-school program families every two weeks o - Payment is due when the bill is received - (2 payments per month)
· If the payment is not received during the 2 week period, THE CHILD MAU NOT REMAIN IN THE PROGRAM UNTIL FULL PAYMENT IS MADE.
· Families will be asked to contact the Director if there is a problem or if they need to discuss payment.

Snacks
Parents are asked to provide snacks for their children -

Coverage after 6:00 p.m.
Parents are expected to pick up their children up no later than 6:00 p.m.  Every family who is late will be charged for an extra hour ($5.00) after 6.00 p.m. parents are required to sign an attendance register and the Late Pickup Form that verifies the time of pick up.

Inclement Weather
If the school is closed, the After-Care program is closed.  During inclement weather, when the school will have early closing, the program will remain open. Efforts will be made to reach out to families and ask them if possible to pick their children up early. However, as a courtesy to our working families, all efforts will be made to maintain the program operation.
Contacting the Program
If you need to contact the after-school program, please call                                      after 2:30.  Prior to 2:30, please contact our main office at 201-261-3468

Half Day Sessions
On ½ days - the program will run on the same schedule (12:30-6:00).  Please provide lunch and snack for your child. There will be no after-care on the following days:

Wednesday 		November 23
Friday	 		December 23
Wednesday 		April 4
Thursday 		June 14

After-care ends on June 13.

Health and Safety

Reporting accidents and/or Injuries:
Every time there is an accident in which a child is injured at the Program, a written Accident/Incident Report will be completed and given to the parent on the day of the event.  For serious wounds, such as a cut, possible sprain or fracture, a bump on the head, or loosening of teeth, the Director will be notified first, call the parent immediately and then complete an accident report.

No child will ever go home with an injury without the parents having been informed.

Serious Injury Procedures
In the event of a very serious injury, such as a potential broken bone, the director will be contacted immediately, who will then contact (911).  The parents will be notified and asked to make any necessary arrangements for care of the child such as contacting a doctor. If the child is deemed to need to go to the hospital, a representative from the program will accompany the child if a parent is not present at the time of the departing ambulance.
