INTRODUCTION

Welcome to Castleton Kids School Aged Child Care Program.  This program is in session from the first day of the school year to the last day.  Admission to Castleton Kids shall be on first come, first served basis without regard to sex, race, religion or national/ethnic origin.  Priority will be allowed for siblings of children already enrolled with Castleton Kids.

This handbook is designed to acquaint parents with the policies under which Castleton Kids operates.  Parents should read this manual before children enter the Program to be informed of your responsibilities and ours.  Please keep this handbook to use as a reference throughout the year.

PROGRAM PHILOSOPHY

Castleton Kids is a non-profit, school-aged childcare program.  Castleton Kids opened in 1983 for after-school care and since then has expanded its services to include half-day, vacation, snow days and summer programs.

The program dedicates itself to providing quality care, at affordable rates, to school age children (Kindergarten through Grade 7) during times at which they are not in school.  We strive to provide a safe, fun and often educational atmosphere in which staff, children and parents treat one another with respect and fairness.

PROGRAM OBJECTIVE

Castleton Kids’ objective is to surround children with a stimulating, fun, safe and positive environment.  It is currently registered with the New York State Department of Social Services.

PROGRAM STRUCTURE

Castleton Kids is a program of the Village of Castleton.  The Village Board is, therefore, the ultimate governing group.  The Director, under guidelines established by the Parent Advisory Board manages day to day operation of the program.  Committees that help oversee the program include finance, personnel and executive.

PARENT ADVISORY BOARD

All parents having children enrolled in the Castleton Kids Program are encouraged to be involved with the Board.  Meetings are held once a month and each family is given a chance to provide input toward making program decisions.  Those who choose not to attend meetings are expected to abide by Board decisions.

The Board nominates and votes on officers and chairs for the Parent Board, Personnel, and Finance Committees at the end of the school year.  Anyone interested in serving on the Board or participating on any committee should contact the Program Director.

PROGRAM OPERATION

Hours of Operation
The hours of operation are from school dismissal to 5:45pm.  Children in Kindergarten through 5th grade will remain at CES.   Middle School students will be bussed to the Castleton Elementary School upon school dismissal.  Any child staying late for after-school activities will also be bussed to Castleton Elementary School.

 The program phone number at the school is 732-2738 and the program’s cell phone number is 470-3646.  CK’s mailing address is 80 Scott Avenue, Castleton, NY 12033.
It is very important that you let Castleton Kids know ahead of time when your child will not be attending, either by phone or written message.

Daily Schedule 
2:15 – 3:15pm

Free Play – Children will play in the gym, cafeteria and CK classrooms 
3:15 – 3:30pm

Snack Time
3:30 – 4:00pm
Power Hour (Homework Time Grade 2 – Grade 7), Reading Time and                       educational activity (Kindergarten and Grade 1)
4:00 – 4:10pm

Clean up and meeting
4:10 – 5:10pm

Structured Activities (children choose)

1. Choice of a wide variety of activities such as sports, arts and crafts, cooking, etc. (these will vary from day to day); OR

2. Quiet activities

5:10 – 5:20pm

Clean up

5:20 – 5:45pm

Quiet activities and Free play
After School Program
All parents must sign out their child/ren when picking them up from the Program.  Children will only be released to a parent/guardian or those authorized on the registration forms.  Children will not be released to an unauthorized person until the parent/guardian is notified and approves.

Absentee Policy

It is very important that parents notify Castleton Kids if a child will be absent for any reason (i.e., illness, vacation, scouts, etc.).  Please notify the Program prior to 2:00pm by leaving a message at 732-2738 or by writing a note.  It is also important to notify the Program if your child will be staying after school and arriving at Castleton Kids on the late bus.

If a child does not show up and the program has not been notified, the Program Director or appropriate staff will take the following steps:

1. Contact the school office and bus garage;

2. Call parents at work then home;

3. Call authorized emergency contact person, if needed; and

4. Log the above steps in the phone log.

Delayed School Opening

Castleton Kids will operate a normal day whenever school is delayed in the morning.

Snow Day – School is Closed
Castleton Kids will be CLOSED on all snow days.  This is a new policy so please plan accordingly.
Early Dismissal (due to weather or other emergencies)
School closings and early dismissals will be announced on local television stations and through the school district calling service.  Parents should check the district calendar for alternative school closing update resources.

In the case of early dismissals, children will follow their normal dismissal routine for Castleton Kids and the Program will remain open for 2 hours from the point of school dismissal in order to give parents time to pick up their children.

Half Days of School
When school is scheduled to be open for only half the day, Castleton Kids will open early.  Fees for this service are included in your regular monthly payment.  However, if your child is not full-time and the half day falls on a day that your child is not regularly scheduled to come to the Program then you are required to pay the extra fee  (i.e., half day is on a Tuesday and your child does not normally come on Tuesdays then you need to pay the fee).

Vacation Days
On most school vacation days, the program is in operation from 7:30am to 5:45pm at the Castleton Elementary School.  All parents and children should enter through the Scott Avenue entrance (back right corner of the building, off the back bus loop).  If the door is locked please ring the doorbell and a CK staff member will come and let you into the building.   
Approximately 2 weeks before these scheduled vacation days you should begin to watch for the posted sign up sheets.  The sign ups will be pulled 3 days prior to the start of any school vacation, so please sign up early.  You will be unable to add on after the sign ups have been pulled. If you are signed up you will be obligated to pay whether your child attends or not.  There must be a minimum enrollment of ten children for the program to remain open each day.  This is for staffing and programming purposes.

Days Program Will Be Closed:
Labor Day

Columbus Day

Thanksgiving Day and the day after Thanksgiving

Christmas Eve and Christmas Day

New Year’s Day

Martin Luther King, Jr. Day

Memorial Day

Independence Day (July 4th)

The Program has the right to close on vacation days that do not have at least ten children signed up to attend.
Registration and Deposit Fees
Non-refundable registration and deposit fees are required at the time of enrollment.  Please see the attached Fee Schedule for details.

Tuition
All monthly fees are due by the 5th working day of the month.  Payments must be made out to the Village of Castleton. If payment is not received within 5 days then a notice will be placed in the Parent Mailbox and the Director will attempt to contact the parent(s) either in person or by phone.  There will be a $10.00 late fee added for each week the balance is not paid.  If payment is not received by the end of the third week, the Director will then send a letter, return receipt requested, to the parent(s) home.  This letter will notify the parent that if payment is not received by a given date that the child will be terminated from the program on the next school day.  Payments may be dropped off at the Program or mailed to Castleton Kids, 80 Scott Avenue Castleton, NY 12033.

A fee of $25.00 will be charged for all returned checks.  Two returned checks will result in the Program accepting all future payments in the form of cash or money orders only.

Vacation Days
Fees for vacation days must be made in advance. If this is a problem, please see the Program Director.  If you do not sign up your child/ren by the deadline then there will be an additional charge.  There will be no refunds issued for days not used unless the Program receives notification two days prior to the scheduled vacation day.

PROGRAM POLICIES
Drop Off During Vacation 
Parents MUST escort their children into the Castleton Elementary School and sign them in.  All parents and children should enter through the Scott Avenue entrance (back right corner of the building, off the back bus loop).  If the door is locked please ring the doorbell and a CK staff member will come and let you into the building.  Please contact the Program if you plan on dropping your child/ren off later than 9:00am.  
Pick Ups
All parents should enter through the Scott Avenue entrance (back right corner of the building, off the back bus loop).  If the door is locked please ring the doorbell and a CK staff member will come and let you into the building.  Please come inside and sign your child/ren out on the clipboard.  Every parent or person picking up a child must sign their full name and record the time on the sign out sheet.  
When picking up the children from the playground, you must get out of your vehicle and go to the person holding the clipboard.  They will check off the child’s name and then the child will be released.  Please remember that parents need to sign their children out inside CES on vacation.

Late Pick Ups 

It is the parent’s responsibility to make alternate arrangements for their children in the case of a personal or work emergency which will result in the parent arriving after 5:45pm to pick up their child/ren.  Program staff are not expected to retain custody of children after closing time.  There is a fee of $1.00 per minute for every child that is at Castleton Kids after 5:45pm.  This fee is necessary to cover additional costs incurred by the program.

Visiting Hours
Parents are encouraged to visit at any time as long as it does not conflict with normal program operations.

Attendance
Attendance will be taken every day.  Please notify the Program of any absences or vacations.

Updating Information
Please be sure to notify the Program Director, in writing, as soon as any personal information changes (home address and/or phone number, work number, emergency contacts).  Keeping this information up to date will ensure the program’s ability to contact a parent or other designated adult in an emergency.

Discipline
Behavior management is essential to ensure safety and enjoyment for all children.  Discipline and behavior management help children feel secure and builds self-control and self-esteem.  Discipline and behavior management also promotes behavior that is beneficial to the child’s development and welfare, and will help to change and/or eliminate behaviors that are harmful or distressing to the child or others.  This is different from punishment.

In the case of a child who presents persistent discipline problems, the Director may choose to implement any of the following, on a case-by-case basis:

1. Logging of the child’s behavior which will be placed in the child’s file.

2. Parent – Director or Parent – Child – Director conferencing.

3. After 3 behavioral reports a written plan of action will be developed.  This will include conditions under which periods of suspension or termination from the Program would be warranted.

4. Castleton Kids reserves the right to terminate services if there is not a positive change in the child’s behavior.

Parents/guardians are responsible for picking up their child immediately if suspension during the day should be necessary.

NO REFUND will be issued if the child is suspended or terminated from the program.

Grievances
All grievances, no matter what their nature, must be brought before the Parent Board.  The family and the Program Director will each state their case and then the Parent Board will vote to make a final decision.  Until the Board reaches such decision, the Program Director and the Parent Board President will make a temporary decision that will remain in effect until the next Parent Board meeting.

Health Policies

Emergency Information

The name and phone numbers of a responsible relative, family friend and physician who can be reached in case of an emergency must be supplied to the program.

Health Restrictions

A physician’s note must be sent to the Program Director if a child must be restricted from participating in any activity (i.e., running).  This note should indicate the duration and give a detailed explanation of the restriction.

Illness

If children are found to be ill, they will be placed on a cot in a quiet area to rest.  Parents will be contacted to pick up their child immediately.  It is the parent’s responsibility to find alternate care in this situation.  PARENTS MUST NOTIFY THE PROGRAM IF THEIR CHILD IS ILL WITH A COMMUNICABLE DISEASE (i.e., measles, chicken pox) OR IF THEIR CHILD HAS LICE. 

PARENT RESPONSIBILITIES

Parents are responsible for sending in a morning snack and lunch for their children during vacation days.  Refrigerator space is VERY limited, so please do not send in food items that require refrigeration.

Snacks
The children are served a healthy snack and a drink when they arrive from school.  If children do not care for the snack on a certain day, they may bring in their own.

Lost and Found
To facilitate in the tracking of your child’s possessions, clearly label all items with their name or initials.  

Personal Toys
Toys may be sent in on vacation days only if they are non-violent, safe and intended for sharing with other children.  Castleton Kids is NOT responsible for lost or broken toys.

Communication (Mailboxes, Cubbies and Bulletin Board)
Each family will have a “family folder” that the Program will use to distribute Program information.  The Program Director prepares a newsletter every couple of months.  Important notices or schedule changes will be distributed through these “family folders.”  Please be sure to check these on a daily basis.

CHILD ABUSE

As childcare providers, we are mandated reporters for suspected cases of child abuse and neglect.  If a child is suspected of suffering abuse or neglect we MUST report it to the abuse hotline.  This is in accordance with guidelines mandated by the NYS Department of Social Services with respect to child abuse.

SUMMER PROGRAM

Castleton Kids also offers a full-time summer program.  The Parent Board determines the price, number of children accepted, length and location of the program annually.  The Program offers full day coverage and a multitude of activities.  Please see the Program Director for additional information.

MONTHLY FEES

SCHOOL YEAR 2011-2012
**
$20 Registration fee is required at the time of enrollment.  If you enroll your child/ren BEFORE AUGUST 1, 2011, the registration fee will be waived.

**
$50 non-refundable deposit is required for each child and will be applied toward your first month’s balance.

CES and MHMS After-School Care (Monthly Prices)
	
	5 days/wk
	4 days/wk
	3 days/wk
	2 days/wk
	1 day/wk
	
	
	
	

	1 Child
	$225
	$195
	$165
	$135
	$105
	
	
	
	

	2 Children
	$425
	$380
	$330
	$270
	$210
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Vacation Days

	
	Per day –

Scheduled
	Per day –

Unscheduled

	1 Child
	$30
	$30

	2 Children
	$55
	$55

	
	
	


All parents enrolling their child/ren in Castleton Kids After-School Program must be paid in full for the summer program.  Registration will be accepted, but will not be processed until all current and/or late tuition fees and late charges have been paid.  Since registration is done on a first come, first served basis, it is strongly suggested you take care of any outstanding payments by the first day of school.
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