Engenius After School Program Parent Handbook

I.	Program Description

A.	Purpose
We believe in creating a caring, active, fun, creative, and educational environment for children to engage in. To maximize your child’s experience during their time spent at our program, we will provide a number of activities and projects with teachers who specialize in certain developmental areas paramount to a child’s growth. An art director will challenge your child’s creativity.  An athletic director will promote physical health and active life choices. A music director will develop an appreciation for what can be heard. Academically, we will incorporate the Engenius Learning System to pursue a higher level of learning and increase their performance in the classroom. We understand that the needs of children are always changing.  With that in mind, our program will change appropriately and make new additions to our team.  We want to enhance and change after school programming as well as your child’s experience.  

B.	Days and Hours of Operation
We will be open Monday through Friday. We will be closed for specified holidays and a calendar of operating days is provided within the handbook.

Our morning program will operate from 6:30 am until the start of school. The afternoon program will run from the time school releases until Kindergarten and Transitional Kindergarten children will be escorted to class in the morning and walked to our program after school. On early release days (determined by the school), we will operate at the time school ends until 6:00 pm.

Or simply, Monday through Friday from 6:30 am to 6:00pm, closed from the start of the school day until the end of the day. We will be closed for certain holidays outlined in the provided calendar.

C.	Ages of Children Permitted to Attend
Our license will allow us to provide care in accordance with district policy for children to enroll as young as 4 years and 9 months old and registered to attend Kindergarten.  It will extend up until your child reaches 12 years of age.

Or simply, children that are registered for kindergarten and 4 years, 9 months of age up through 12 years of age, TK-5th Grade.



D.	Food Service
We will provide a morning breakfast and an afternoon snack daily. Menus will be posted.  On days that the school is closed and our program will be operating, the child will need to bring their own lunch from home. Lunches will not be provided. In addition, please prepare lunches that do not require special accommodations such as refrigeration or needs to be heated.

E.	Medication Policy
Medication would ideally be administered at home. In the event this can’t be done, medication can be administered at our program as long as state licensing procedures are followed.  Medicine must have the prescription label with child’s name, medicine name, amount of medicine, and frequency of administration. Along with the medicine, a medical release form is required and completed by parent/guardian. All medicine will be locked up and stored away until it’s needed by a member of the staff. Medicine will be administered by the director on site.

F.	Medical or Dental Emergency
In the event of a medical or dental emergency, 911 and parent/guardian will be notified immediately. Insurance information completed on the health history form will be used to expedite the emergency process for your child.

G.	Sign-In/Sign-Out Procedures
Daily, attendance will be checked on each child. In the morning, parents are responsible for signing their child in for morning program attendance and a staff person will sign your child out when they get to their classroom. In the afternoon, a staff person will sign each child in when they arrive at our program. The child must be signed out by the registering parent/guardian or another person listed in the “Authorized Person for Release” section with valid identification. If you are planning for your child to not come due to illness, celebration, appointment, or others, please call and notify us of your child’s absence. If your child does not show up in a timely manner, we will notify you of their absence.  

H.	Our Staff
Our staff is fingerprinted through the DOJ, FBI, and CACI. They are over the age of 18, pediatric first aid/CPR certified and 8-hour health and safety training. Within their files are the following:
· A complete record of their immunizations
· LIC 501	Personnel Record
· LIC 503	Health Screening Report
· LIC 9096	Evaluation of Teacher Qualifications
· LIC 508	Criminal Record Statement
· LIC 9052	Notice of Employee Rights
· LIC 9108	Mandated Reporter
· LIC 500	Updated Personnel Report (Posted on Parent Information Board)
· LIC 610	Updated Emergency Disaster Plan (Posted on Parent Information Board)

II.	Admission Policy

Parents may pre-register their child(ren) online. Once this is done, they will be contacted later to complete the state licensing paperwork. All forms will remain on-site.  Staff will observe your child for up to 2 weeks to determine if your child is a good match for the center.

Additional information is provided on the Admission Agreement form included in the registration packet.

Included in the registration packet are the following:
· Signed Admission Agreement
· Personal Rights Form
· Consent for Medical Treatment Form
· Health History Form
· Parents’ Rights Form
· Background Check Information
· Identification and Emergency Information Form (LIC 700)

Child Abuse Policy
For the protection of all children in our program, state regulations require all staff to be mandated reporters. This means that our staff is lawfully required to report any type of child abuse if they observe it or it is disclosed to them. They are provided training in the types of abuse that can happen and recognize signs of abuse.  


III.	Discipline Policy

We understand the importance of guiding children into making wise and safe choices.  Whenever possible, we will teach and reason with your child when mistakes or bad decisions are made.  We will also info you, the parent when mistakes are made so that you are aware of the occurrence and reinforce making safer decisions. If poor choices are continued or severe enough, we do have a written behavior report policy. The first report is a warning about the choices or incident that occurred. The second is a one-day suspension to be served on the next day of the program. The third is a two-day suspension with a parent conference. No consultants will be utilized. 

Grounds for dismissal from the program is when the facility cannot meet the needs of the family.

This is a list of possible (but not limited to) reasons for the issuance of a behavior report:
· Inappropriate language or behavior
· Physical or mental harm to another child/children or staff
· Leaving the program without parent/guardian or staff consent
· Endangering the health or safety of another child/ children or staff

Our goal is to teach and reason with the children when problems arise and find a healthy solution. Corporal punishment is not permitted.

IV.	Field Trips

Field trips will be offered at various times throughout the year. A private bus will be provided to transport children.  

V.	Transportation Policy

Employees of Engenius Learning Center are not permitted to transport children of the program at any time. Parents will be responsible for any transportation needs of their children.

VI.	Supplemental Services

Supplemental services will not be provided.

VII.	IMS Plan

The following medications can be administered on site with a physician’s instruction, prescription, and pharmacy label. Please see the Engenius Learning Center IMS Plan.

