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Policies avnd Procedures

The Franklin County Extended School Program provides auality care for children in a safe and
ewriching environmewt. This program is offered during the hours when parents are workivg and
there may be vio adult supervision in the home. Children have the opportunity +o engage v
activities which benefit them emotionally, socially, physically and educationally. These activities
include crafts, sports, games, art, music, field +rips and many other creative and cultural activities.
The activities are conducted and plawned by staff traived o wmeet the veeds of children and +o
provide positive adult role models. The Extended School Program is a privilege extended by +the
school system and viet a right. The program is self-sufficient and receives vo federal, state, or local
tax dollars.

we want to kvnow how vou and vour child feel about the program avd how we might better meet
your veeds. All questions concerning policies and procedures of the Extended School Program should be
addressed o the site director at each school or the coordinator, Kim Nuckolls, Should you have
duestiows, or concerns about the program please feel free to call the school or the ESP Coordinator
at the Board of Education.

ESP is located at the following school sites:

School ESP Roowm
Broadview Elementary ae7-01322 a6»-4953 Windy Douvna, Director
Clark WMewmorial School ae7-2407 A6%-50%9 Dustin Glaswer, Director
Cowav Elementary a67-1353 A62-3255 Phoebe Cross, Director
Decherd Elementary a467-54%3 4671020 Wary Hill, Director
North Lake Elementary 455-6239 455-7320 Dava Knight, Director
Rock Creek Elementary 261-0244 361-025% Shauwntia Cook, Director
Sewavee Elementary 53%-5051 54%-5231 Holly carroll, Director
Fravkliv County BOE a67-0626 ext. 2026 Kim Nuckolls, ESP Coordinator

NONDISCRIMINATION NOTICE

Franklin County Schools in its educational activities with students does not discriminate on the basis
of race, religion, creed, sex, gender, gevder identity, sexual orientation, national origiv, color, age,
and/or disability. Frauklin County Scheols does provide access +o Boy Scouts, Girl Scouts, and other
youth aroups designated by federal or state law.

PARENT TNVOLVEMENT

Families are a vital part of ESP. The exchavge of information about a child from +the parents’ and
the staff's perspective can be very helpful to the family and the Extended School Program. The
staff will e able to better meet the veeds of vour child if we are aware of the thivgs such as
ilmess in the family, a chavge of residevce, special fears, etc. Please keep all data on your child’s
information/registration form current.

we will keep vou informed about field +rips and special activities. Working together, we can provide a
program that is fun, educational, and enriching for your children.

PARENTS RIGHTS

Parents have the right fo:

1. Kuow their children are in a safe environment where they are free to select from a variety of activities.

2. Kuow what types of programs and activities that are being planned and offer feedback on the kinds of activities
children enjoy.

2. Know if their child is misbehaving and spend time talking with the staff concerning a solution,

4. Know when the children will be aping any place other than where the program is usually held. EXAMPLE: Field Trips,

5. Voice special concerns and considerations not covered in this handbook. Share concerns with staff and the director at
any time about angthing they do not feel is in the best interest of the childrew,
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PARENTS RESPONSTBILTITTIES

Parents have the responsibility to:
1. Observe the rules of ESP as set forth in this handbook and in any additional policy statements of the Franklin
County Board of Education.
To share their concerns with the staff members, if problems arise.
Listen to concerns that staff members have about their child’s behavior, and work for an agreeable solution +o
any problems that might occur. Address major concerns with +he site director or supervisor.
Know about any change n policy and procedure.
Replace any equipment that their child is responsible for misusivg or damaging.
Sign out their child at the end of the day; to notify a staff member when taking a child from +the center; and to
notify a staff member when another anthorized persow is picking up a child,
Tuform the staff if a child has been exposed to a contagious illness.
Notify the staff of planned vacations and other absences at least one week in advance otherwise all fees must
be paid for that period if votification is ot given. The 2. weeks of vacation time per year (Angust = July) will
not be split into days. Tf you need more time, please drop vour child from the program or vou will be charged.
a. Notify the staff of withdrawals at least one week i advance.
10. Pay fees on time. Fees are due on Friday prior +o the week of childcare service.
1. To keep the child’s record up to date with changes i phove number and address.
12. Pick up children on Hime.
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OLTDAYS
ESP will vot be open on the following days:
MEMORTAL DAY
INDEPENDENCE DAY
As some companies and businesses close operations for the week of July 4™ and families take vacations, please
remember to complete the form Advance Notification of Absence or Withdrawal. I the Site Director receives
this form at least one week in advance, parents are not required +o pay the ESP fees for the week. Tf the
minimum requirement of 15 children in at+tendance for the week will not be wmet due to vacation requests, a
site wmay close for the week. Tf the ESP site closes for the week of July 4™ due to low attendance. parents
will be notified one week v advance.
*Tf the holiday falls on Saturday, the holiday will be observed on Friday. T the holiday falls on Sunday, the
holiday will be observed on WMonday.
¥If there is not a wmivimum of 15 children attending ov other holidays, ESP will vot be in operation for those
days.

ATTENDANCE

Yo must schedule the days of the week that your child will be attending ESP for the summer. Mour
child should attend the program on the same days each week and pay the daily rate. Absolutely no
TROP-INS will be accepted.

WITHDRAWAL FROM PROGRAM

Yo must viotify the site director one week in advance before withdrawing vour child from the
summer program due to the impact on staffing. Parewts are responsible for fees during the ove-
week notice period.

TLLNESS

Tlvess — You must notify the director as soon as the illness occurs. Prolonged illness may meav
withdrawal of the child from the ESP summer program. Extended School Programs canvot provide
care for sick children, Please do not sewd vyour children if they have a fever or a contagious disease.
We are concerned for the health and welfare of each child; therefore, we redquire that your child be
picked up as soow as possible in the event helshe becomes ill while at the program.




MEDTCATTONS

If vour child is required to +ake prescribed oral medications during the program hours, ESP must have writtew
directions on the medication as issued by the pharmacy. Medication must be brought +o the ESP staff by +the
parent. All medication will be kept v a locked contaiver by the staff. A record of any medication given will be
maintained by the site director. Over the counter medication wmay be administered in ESP. ESP follows the
medication policy 0.405 of the Franklin Connty School Board. Please refer +o this policy for further
information.

VACATION

Vacations — Two weeks’ vacation per year may be used without fees. Notification to the site director must
be made ove week v advance to avoid charges for attendance. Vacation weeks must be consecutive days and
may ot e broken into ndividual days.

SUMMER PROGRAM

Students must ewroll separately for the summer program. An ESP site must have at least
15 children in the program +o be open. Summer registration is usually held daring the month
of Warch. Operation hours are from 7:00 AM +o ¢:00 PM each day. During the summer,
ESP provides an extensive program filled with field trips, games, arts and craft activities,
and much wore. Individual fees will be charged for each field +rip. Information about field
trips and the cost for each trip will be given to parents as soon as plans are finalized.

REGISTRATION TEE

If your child has not beew enrolled in ESP during the school year, you will be required to pay
the $15.00 registration fee at the time of summer registration. Complete all registration
forms and paperwork and return by Warch 2.7, 202.0.

SUMMER PROGRAM HOURS OF OPERATION

7.00 AM TO 6:00 PM

Not all ESP sites will be open for the summer proagram. The ESP site must register and
maintaiv a minimum of 15 children in attendance daily for the site to be open for the
sumimer program. The ESP sites opev for the summer program will be determined following
the registration deadlive of March 27, 2020. Parents will be votified if their first choice
ESP site, second choice ESP site, ete. fails to register the required 15 childrew.

PAYMENTS

All weekly fees must be paid on Friday in advance of services for the next week or on Monday
the week of service. A $10.00 late fee will be charged for all payments made later +han
Monday of the week of service.

If your child attends ouly one or two days a week, payment is due on the first day your child
is in attendavce. A child will be dropped from the program if payments are vot made
appropriately. Past due payment of +wo weeks or more may result in your child being
dropped from the program. Attempts will be made to collect all past due fees. Statements
and wotices will be sent to parents and after several failed attempts to collect payment
the past due fees may result in court ordered garvishment.



RETURNED CHECKS

All returned checks or delinduent accounts (two or wmore weeks fees are past due) are subject to a $25 late
fee. Checks should be made payable o ESP. Please write the child’s wame on the mewo line at the bottom of
the check. A valid phone number and address must be printed or written on the check.

FEE SCHEDULE — All ESP Sites

Fees are charoed for the days a parent signed wp for at the time of registration. Fees must be
paid on Friday in advance of services for the next week or on WMonday the week of service.

MONDAY | TUESDAY | WEDNESDAY | THURSDAY | FRIDAY

Full Days — summer

Houars for 4ll sites Hhat are open
00 AW — ¢:00 P $2000 | $2000 | $20.00 $20.00 | $20.00

Each additional child in $1%.00 $1%.00 $1%.00 $1%.00 $1%.00
the family

Breakfast and lwich are provided by +he Franklin County School Nutrition Program during the summer.
WMorning and afternoon snacks are provided by ESP. During the summer arts and crafts materials, games,
on site activities, and many wmore activities are provided by ESP. The extevsive summer program also
includes scheduled field +rips arranged by ESP staff. Information about field trips and the cost for each
is given to the parewts as soon as plavs are fivalized.

— (approved by board members at the 2/10/2020 board meeting and effective 5/25/2.02.0)

PLCK UP AND DROP OFF PROCEDPURES

Please check with your school’s site director for the specific location to pick up your child. Children
must be personally checked out from the program n the aftervoon by a sign-out sheet. CHILPREN
WILL NOT BE ALLOWED TO WAL T FOR PARENTS IN THE FPARKING LOT. THE PERSON
PICKING UP A CHTLD MUST BE AT LEAST 1¢ YEARS OLD AN AUTHORITZEP TO PROVIPE
TRANSPORTATION FOR YOUR CHTLD. Whew the program is operating on a full day basis,
children should be bronght nto the building, sigued n by the parewt, and an ESP staff member
notified. Each child must be sigued v as soon as he/she arrives for the program.

Children will not be released to any person other thaw the parents or other persons authorized on
the enrollment form. You must votify your local site director in writing if a person other than those
aunthorized will be picking up vour child.

LATE PTCK UP

Children must be picked up by @:00 PM. A $1.00 late fee will be charaed for every minute late after
©@:00 PM. The clock located in the school will determive time. The late fee is due on the day the child
is picked up late. ITf late pick up happens more than 4 +imes in a month, your child wmay be subject +o
dismissal from the program.

Example: @01 PM $1.00 lote fee
@:05 PM <€ 5.00 late fee
@410 PWM £10.00 late fee

NOTE: If a child has been left+ at the school until @:30 and wo one has contacted the school, it will be assumed
that something very serions has happened +o the family. In this situation family members and people
designated on the registration form will be contacted. If vo one is available from the list then proper
anthorities will be contacted. We always want to ensure the safety of your child in all instances.



CLOTHING
Students must wear appropriate clothing to ESP. The school dress code applies o ESP also. Athletic shoes
are to e worn in the gym.

FIELD TRIPS

You will always be given advavce votice of field trips to include dates, +imes, and costs. No child will
be allowed to attend a field trip without a parent’s sigued permission slip per trip per child.
Studewts will be charged fees for field trips at the individual sites. Fees must be paid prior +o the
trip i order for vour child to attend. Children should arrive at the ESP site at least 10 minutes
prior to field +rip departure time.

If you do not want your child +o attend a field trip, you will need to make other arrangements for
childeare. €SP staff will vot be on site to provide childcare during field trip times. Parents must pay
the reduired ESP fees for the day if they choose not +o allow their child +o attend.

INSURANCE

All children in the program are encouraged to have medical insuravce i case of an accident.

WMATERTALS BROUGHT TO ESP

ESP staff members are viot respovsible for lost or damaged items that children bring +o ESP. Please label
everything with vyour child’s name. Do not send hand held video games. Anything that is not allowed during
school is not allowed at €SP,

DISCIPLINE

All children ewrolled in an Extended School Program will be expected +o follow rules established by the staff for
the purpose of safety and smoothmess of the program. Childrew who are abusive to themselves and/or
others, or who are continual behavior problems will be suspended and/or expelled from ESP. Our programs are
committed +o positive reinforcement of good behavior. If a serious disciplive problem occurs, the director will
contact qou. Please encourage vour child +o cooperate with ESP staff avd stress the importance of good
behavior patterus with vour child. wWe wawnt to keep +the program fun for everyone. Please remember that
attevnding ESP is a privilege.

ESP CLASSROOWMRULES

Obey all school rules.

Use nice words.

Keep hands and feet +o yourself.

Walk guietly v the hallways.

Follow teacher directions,

Always stay with the teacher.

Take care of supplies.

Show respect to all staff.

a. Children are expected to clean up after themselves.
10. Use bathroom facilities appropriately.
1. Treat others in a respectful manver.,
12. Be a good sport.

ESP OUTSTDERULES
1. Owve child per swing,
2. Share equipment and play together. (Be a good sport).
2. Play vicely.
4. Stayq invour teacher’s desiguated area.
5. Follow teacher directions.
FOVERALL LOUPNESSRESULTS IN NO TALKING FOR EVERYONE™
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