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Welcome to another fun-filled year of before and/or after school child care. We understand that
parents are faced with the difficulttask of finding quality childcare. The goal ofthis program isto offer
a wide variety of activities in a safe and nurturing environment.

Parkside Elementary will provide parents with a secure, supervised, constructive learning and play
environmentfortheirchildren. Programs are designedforthe agesofthe childrenwhoattendthe
school. Activities will be age appropriate and supervised by competent, caring, qualified staff members.

The Mission of the Before & After School Children Care department is to provide students with:

* aninclusive child care program thatis safe and nurturing in a comfortable environment
* aculturally enriching program that promotes the physical, intellectual, emotional and social
development of eachstudent

* aprogram that meets the highest quality of child care standards

Important Program Information

Supervisor'sName: Mrs. Lakay Wilkerson Email: lakay.wilkerson@browadschools.com
Program Contact Number: 754-322-7893 Program Cell: 954-881-0368
Personnel/Staff

In compliance with the state of Florida, the School Board of Broward County has fingerprinted,
cleared,andbadged all staff members ofthe program. Staffare alsomandatedtoattenda
minimum of 10 hours of ongoing professional development yearly.

Ratios for programs are as follows: 1:10 for pre-school, and 1:20 for K-5. Students with special
needs may require a smaller ratio.

Description of Services
The daily program schedule will include:

e Snacktime

* Homework assistance

e Qutdoor play

* Academics enhancement

* Access totechnology

* Otherscheduled activities may include: cultural arts, cooking, science, drama, or arts
and crafts

Homework

Allstudentwill be scheduled for structured homeworktime. Notall students willcomplete their
homework during the allotted amount of time. If you wish for your child to miss an activity to
complete theirhomework, please discuss it with the supervisor of the program.
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While yourchildis attending the program, we encourage youto allow themto participateinall
activities. We believe the activities give your childrenan opportunity to develop social skills,
learn how to play, and help to build self-worth.

Recreational/Outdoor Play

Eachday, yourchildwillbescheduledforatleast30 minutesofoutdoorplay. There maybe
organized games, free play, and time to socialize.

Snack Time/Dinner

Talk with the program supervisor about the snack/dinner provisions at your program.
Snack/dinner may be provided by the program. or the snack may need to be provided by the
parent. Ifthe studentforgets his/hersnack orsnackmoney, areminderwillbe senthome. We
promote ahealthylifestyle, and snack from home shouldreflectthis goal. Please refrainfrom
sending items which contain peanuts, as many of our students have severe peanutallergies, and
it can be life threatening for them to even smell peanuts.

Days and Times of Operation

After Care Program operates from school dismissal until 6:05 PM. Programisofferedonall
school days including Early Release Days.

Before Care Hours: 6:25-7:25 AM ExtendedDay time PM (ifoffered)
Non-School DayHours AM to PM (if offered)
Enrollment Procedures

All students attending the program must be registered atthat school. Students from other
Broward County Public Schools may not attend unless approved by the school administrator. All
studentsmustberegisteredinthe program and paid before attending. Analternative pick-up
passwordandanemergency contactmustbelisted atthe time ofregistration. Ifthe programis
unable to reach the parent/guardian or any of those listed as emergency contacts for an
emergency, the local police or EMS will be called.

Registrationforms needtobe updated eachyear, foreachreturningstudent,andthe $25.00
familyregistrationfee paid. Awaitinglistmayoccurwhengroupshavetheirratiocapacity. As
spaces become available, parents will be contacted.

Allstudentsbeginatwo-weektrial period uponenteringthe program. Ifthe program cannot
meet the student’s needs, the student may be withdrawn.

Pre-Enrollment Conference for Students with Special Needs

Students with special needs must have a pre-enrollment conference. An intake will occur within
ten (10)school days from the date ofthe program application. The conference maybe held
between the parent, classroom teacher or ESE specialist, school administrator, and the program
supervisor. Thisconference willdetermine howtobestmeetthe student’'sneeds, determine
the staffingneeds, determineifspecialtrainingisrequired, and developaplantobesthelp the
student be successful in the program.
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Withdrawal Procedures

When aparentwithdrawstheirchild from the program, notification mustbe given by the parent
inwriting, stating the date of withdrawal. Arefund will be given forany unused days leftin the
paymentperiod. Theregistrationfeeisnon-refundable. Ifastudentisabsentforninedaysina
row without notification from the parent about the status of the student, the student will be
automatically withdrawn, and no refund will be given. Students moving from one school to
anotherduringthe schoolyearmustregisterinthenewlocationand payanewregistrationfee.
The parentwillalso need to check with the new school’s program, priorto the move, to see if
the program has space available for their child to attend. They may be at capacity fortheir
ratios.

Financial Information

AccordingtoBroward County SchoolBoard Policy#3411 andthe Constitution ofthe State of
Florida, Article VII, Section 10, all payments are due before services can be rendered. If making
paymentatthe schoollocation, payments are due by the closing time ofthe programonthe
scheduled paymentdate. On-line payments mustbe made by 11:00 PM ofthe scheduled
payment date. Failure to pay by this time will result in the student being automatically
withdrawn fromthe program. Astudentcannotparticipate inthe program until paymenthas
beenmade, including the $25 family re-registration fee and any unpaid late pickup fees.

Whenapaymenthasnotbeenmade,andastudenthasbeenremovedfromtheprogram,the
studentwillnotbe allowed to attend the program. Otherarrangements mustbe made by the
parents fortheirchild(ren’s) care untilthe studenthas beenreregistered inthe program. Ifa
paymenthasnotbeenmade andthe studentattendsthe program,the parentwillbe calledto
pick up the student. The studentwill remain atthe designated sign outarea until the parent
arrives. Ifthe program cannot contact the parent(s), the program will follow the procedure
established by Broward County Public School Board Policy forabandoned students.

To re-enter the program, the parent must re-register the student, by completing their
registrationform and paying are-registration fee of $25.00. Allfees due, includingany late
pickup fees owed, and must be paid in full before a student can continue for the next
attendance period. Allunpaid fees willbe made a“studentobligation”. Studentobligations
mustbe paid before the parentwillbe able to use the e-store (online payments)forany future
school purposes.

Ifpaymentis notpaid by the lastday to pay three (3) times, the program may exit the child from
the program. Please refertoyourpaymentscheduleforthe paymentdue dates. Inaddition, a
magnet with payment dates has been provided to you for reference.

The program cannotaccept checks. Payment may be made with cash, money order, cashier’s
checks, creditcard, ordebitcards. Parents are responsible for keeping theirreceipts.

Broward County Public School Tax ID # 59-6000530
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Scholarships

Areducedrate scholarshiprate maybe available tofamilieswhoare currently enrolledinthe
program. The student(s) must be approved for free or reduced meals. The applicant must meet
additional qualifications. Scholarshipsare basedonneedandarelimited. Ifascholarshipis
awarded, the parentmuststillpayforservicesinadvance.Failuretomakethe paymentbythe
lastday to pay will resultin the loss of the scholarship with no guarantee of reinstatement.
Scholarship applications are available on-line. Speak with your program’s supervisor for more
information. Scholarships do not continue from the previous year. Parents must reapply yearly.

Late Pick Up

Students mustbe picked up before programclosingtime. Alate pick-upfee of$15.00 per 15
minuteincrementwill be charged perfamily if students are not picked up by thistime (i.e. 1-15
minutes, 16-30 minutes, 31-45minutes, etc). The clockusedforthetimeistheelectronicsign
out system (PDMS) used by the program. All outstanding late pick-up fees must be paid before
the nextpaymentperiod begins. Anylate pick-up fee notpaid by the end ofthe pay period may
become a “student obligation”. Excessive late pick-up fees may result in your child being
dismissedfromthe program. Ifyou are frequently experiencing difficulty picking up yourchild
on time, please talk with the supervisor to discuss alternatives.

Discipline

Allstudentsattendingthe programare expectedtofollowthe “Code of Student Conduct”for
Broward County Public Schools (BCPS), and School Board of Broward County (SBBC) Anti-
Bullying Policy 5.9.

Inappropriate behaviors, including but notlimited to, bullying and cyberbullying, are not
acceptable. Students who cannot follow the daily acceptable behaviors will be placed on a
“BehaviorPlan”. The consequencesformisbehaviorswillvary fromtime out, missingan
activity, suspension, or being exited from the program. If a student’s behavior endangers or
injures anotherindividual, the student may be immediately exited from the program.

Studentswhohavebeensuspendedfromthe programduetobehavior,maynotattenduntilthe
supervisorhashadaconference withthe studentandthe parent. Feeswillnotbe refunded for
absences due to suspension. After three referral incidents, of which the parent has been
notified, astudentmaybeexited fromthe program. Students suspendedfromthe school, may
notattendthe programduring theirsuspension. Fees paid forthose days willnotbe refunded.
Studentswhoareplacedon®InternalSuspension”forthe schoolday, mayattendthe program.

Student Cell Phone Usage

The program s an extension of the school day. Students are expected to follow the same
guidelines reflected in SBBC “Code of Conduct” regarding the use of cell phones. When students
are in the program, cell phones may not be used, must be off, and out of sight.
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Students may have cell phones in their possession, but may only use them with permission, ina
designated area, as specified by the supervisor.

Video Games, iPods, iPad, Tablets

Theuseoftheseandotherpersonaltechnologyitemsfromhomearerestrictedinaccordance
with SBBC “Code of Student Conduct”. The programis not responsible for any loss or damage to
propertyifstudents bringthemtothe program. They are the sole responsibility of the student.

Health Information

Everysite musthaveatleasttwo (2)staffmemberson-site, atalltimes, whoare trained with
CPR/First Aid/AED usage. Eachsite is equipped with a firstaid kitand has access to an AED
machine.

Students’ Health Information

Students’allergy ormedicalinformation mustbe noted ontheregistrationformandwillbe
sharedwithstaff. HIPPAand FERPAprocedureswillbefollowedtokeepthisinformation
private.

Minor injuries will be handled atthe program, and parents will be notified immediately if
medical attentionisneeded ortheinjuryis questionable. Iftheinjuryis serious, 911 willbe
called first and then the parents will be contacted.

Medication — Dispensing of medication follows SBBC #6305. No medication will be
administered without an SBBC approved medication form. All medication is keptlockedina
secure location.

Safety Information

Drills—Severaltypesofdrillsoccurthroughoutthe year. Theseinclude: Fire,evacuation,
tornado, and lockdown. Ifyou arrive to pick up your child during an active drill, you will be
asked to wait until the drill has concluded and the “All Clear” has been announced. Please be
patient, these drills are conducted to ensure the safety and security of your child.

ActiveEmergency-Ifyouarrive duringanactive “Lockdown”, noone willbe allowedto enter

or leave the building. You will be asked to wait off campus. Once the children have been
secured, the programwill attemptto contactyou viatext, email orphone tokeep youinformed.
Once the “All Clear” has been called you may enter the school to sign out your child.

Duringanactive “Evacuation”, ifasevere safety issue exists, students maybe movedtoan
alternate location off campus, for their safety. Once the children have been secured, the
program will attemptto contactyou viatext, email or phone to keep you informed as towhere
you can come to pick up yourchild. Forsafety reasons, the program does notdisclose the
location in advance.

Students’ Dress Code
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Students must follow the dress code set by BCPS. Appropriate footwear should be worn daily
foroutdoorplay. Inappropriate footwearmay prohibit students from participatingin some
physical or outdooractivities.

Attendance

Program attendance is taken daily within the first fifteen minutes ofthe program’s starttime. If
astudentdoes notreporttothe program, is notonthe official absentee list, orearly dismissal
list,the parent/guardian, oremergency contactwillbe notifiedtoverifythe student’'sabsence.
Whenachildis not present, the nextstepisthatthe programwillbe contactingthe classroom
teacher, doing anall callonthe campus, send extra staffto look for childand calling911. We
take it very seriously when a child’s location is not known.

Ifastudentis notgoingtoattendthe program forany reason, itisthe parent’s responsibility to
informthe supervisor. Donotaskyourchild’'steacherto notify the program. Callthe program,
orschool,andleaveamessage, priortothe starttime ofthe program. Theseproceduresarein
place to ensure the safety of your child. Consistently failing to notify the supervisor of your
child’s absence may resultin your child being dismissed from the program.

Astudentwhoisabsentfromthe schoolmay cometothe programifthey were notabsentdue
toanillness. Theregisteringadult, orany otheradultdesignated onthe registration form (with
permissionfor pick-up)signsinthe student. Whenarriving tothe program, they mustdo so
within the first 30 minutes of the program time.

A “Release of Liability/Permission” form must be completed when students are being released
to a person not employed by the program for special programs (tutoring, sport camps,
gymnastics, cheerleading, ELOP, PAL, Girl Scouts, Classroom TeacherHelper, Chorus, etc.)

School staff children must follow the same sign-in and sign-out procedures as all other students
enrolled in theprogram.

Before Care Arrival and Sign-In Procedure

Parentsmustbringtheirchildintothe Before care programandsigntheminbeforeleavingthe
school. Thisshows evidencethatyourchildis attending the program and of whois bringing
them to the program.

After School Dismissal/Sign-Out Procedure

Studentsmayonlybesigned outanddismissedfromthe designatedarea. Onlydesignated
personsindicated ontheregistrationform as having authorization, and producing a photo
identification for verification, will be permitted to sign out the student. If forsomereason, a
personnotlisted as"authorized" needsto pick up yourchild(ren), the registering parentmust
call the program, give the alternate’s name, and provide the password on the registration form.
The supervisor will need to check photo identification from the person picking up, prior to
releasing the child. For more information please refer to section called “Family Matters”.

Studentsmaybesignedoutofthe program, foradesignatedamountoftime byanauthorized
person andreturned to rejoin theirgroup once they are finished. This privilege will only be
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allowedoncedailyandshouldnotbeabused. Forthe safety ofthe students, theyneedtostay
with theirassigned groups allowing the program to monitor where they are at all times.
Students may not sign themselves out and walk/ride a bike home. The person signing them out
must sign legibly and note the time on sign-out log/iPad.

Therapy maybe provided atthe schoollocationwith the appropriate documentation. The
therapist must have an approved vendor badge to provide the service. The program will not
provide any staff to stay with the student during therapy.

NOTE: Parents/guardians must wait at the sign-out desk for the child and directly supervise their
exit from the school.

Forthe safety ofthe student, the minimum age for signing a student out of the program with
writtenparentpermissionis 12yearsofage. Onceastudenthasbeensignedout,theyareno
longertheresponsibility ofthe program,and mustleave the campus. Please note, crossing
guards are only in place for 30 minutes after the end of the school day.

Every effortwillbe made by the aftercare staffto make the pick-up processtimely. Pleasedo
notcallaheadforyourchild. Students cannotwaitinthe sign-outareaforparentstoarrive for
safety reasons.

Special Programs

Special activities or programs might be offered from time-to-time that would incur additional
fees. Participationwould be optional since they are considered programenhancements.

Program Concerns

Each complaint or concernis taken seriously. They will be addressed in the appropriate manner,
withthe goalof maintaining positive relationships. Please try toresolve allmatters at the site
withthe supervisor. With all partieslisteningtoeachother, all problems can beresolved. Ifyou
have a concern that cannot be resolved with the supervisor, speak with the school administrator
who oversees theprogram.

If the program supervisor and the school administrator cannot resolve your problem, feel free to
contactthe Director ofthe Before & After School Child Care departmentat 754-321-3330. If
youcallafterhours, pleaseleave amessage with yourfullname, name ofthe schoolyourchild
attends, your phone number, and the reason you are calling.

Parent Role and Responsibilities

Parents/guardians are welcome to visit the program. Please let the supervisor know when you
would like to visit. A staff memberwillaccompany all adults visiting the program to ensure
safety. Parents or guardians are responsible for:

* Picking up their child on time

* Notifying the supervisor, if their child is going to be absent

* Following payment procedures

* Keepingthe supervisorinformed of a change in emergency contactinformation
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* Retaining their payment receipts for tax purposes
* Notifying the supervisor, if their child is going to be withdrawn from the program
* Notifying the supervisor of any change in their child’s health, if participation is limited

Astudentmaybeexitedfromthe program,ifaparentdoes notmeetthe aboveresponsibilities
on a consistentbasis.

Toysorotherpersonalplayitemsfromhome may notbe broughttothe program. Theyare not
the program’s responsibility, if lost.

Family Matters

Ourmainconcernforall studentsis their safety and comfort. Itisimportantforthe programto
beabletomaintaingoodrelationshipswithallthe significantadultsinthe student’slife. Please
contact the supervisor to make an appointment to confidentially discuss sensitive family
matters. Thesemightinclude: custody agreements, payments and pick-upconcerns, legal
matters, and other pertinentinformation that will guide the program in meeting the student’s
needs. We also ask for parents to refrain from publicly discussing personal family matters and
disputes in front of their child.

Aparentis notallowed to delete or change the information provided to the program by the
otherparent. Both parents have equalrights to studentinformation, to contactthe student at
school, to pick up the child from school, to access the student records, except where a certified
copy ofacurrenteffective standing “Court Order” specifically revoking orrestricting those
parental rights is submitted to the school.

Parents/guardians requesting studentrecords must contactthe BCPS Public Information Office
by calling 754-321-0000 and ask to be transferred torecord request. The parentmay also
contact Requel Bell via email at requel.bell@browardschools.com

Payments mustbe made by the “lastday to pay” and mustbe complete. Parents sharing
responsibility for payments must work out solutions between themselves. The program will not
intervene in conflicts between custodial parents over payment issues. Students not paid for by
the last day to pay will result in an automatic withdrawal from the program.

Parents, who do not provide accurate/current registration information, including phone
numbers and addresses, will not be allowed to continue using the program.

As adults, we serve as role models for the students in our program. As such, ifyouhave a
concern,pleaseaddressitintheappropriateand calmmanner. Youmaywanttosetupatime
to discuss your concerns with the supervisor. Should a situation occur within the program, due
to inappropriate actions by a parent, their child may be exited from the program.

Parentsare expectedtodirectany questionsaboutincidentsthatinvolvetheirchildonlytothe
supervisor. ltis strictly prohibited for parents to question orreprimand other studentsin the
program.
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Pleasedonotleaveyourpurseorvaluablesinthe car whenpickingupyourchild. Parkin
designated areasonly.

Thank you for choosing your school’s childcare program. We appreciate your trust.
SCHOOL BOARD OF BROWARD COUNTY, FLORIDA
2016 Equal Educational Opportunities (EEO) /

AmericanswithDisabilities ActAmendment’s (ADAA’s)clause

The School Board of Broward County, Florida, prohibits any policy or procedure, which results
in discrimination on the basis of age, color, disability, gender identity, gender expression, national
origin, marital status, race, religion, sex, or sexual orientation. Individuals, who wish to file a
discrimination and/or harassment complaint, may call the Director, Equal Educational
Opportunities/ADA Compliance at (B849B828k&type Machine (TTY) at 754 -321-2158.

Individuals with disabilities requesting accommodations under the Americans with Disabilities Act
Amendment Act of 2008, (ADAAA) may call Equal Educational Opportunities/ADA Compliance, at 754-
321-2150 or Teletype Machine (TTY) at 754-321-2158.

TheBefore and After School Child Care programwill protectthe confidentiality of studentsaccordingto
Federal and State of Florida privacy laws, as wellas School Board of Broward County, Florida policies 4019
and 5100.1.
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2018-2019

Child’s Name: Date:

School's Name;

| understand the policies and procedures that have been outlined in the Parent Handbook. |
understand that these are in place to ensure the safety and well-being of my child while attending
the program. I have read them and agree to follow them. | have also discussed the rules of the
program with my child.

In addition, | understand some of my responsibilities include, but are not limited to:

* Bringing my Photo ID for pick-up verification.

* Pickingmychildupby 6:00 PM , or lwill be charged a late pick-up fee

* Paying Period Fees on or before the last day to pay

* Paying late pick-up fees prior to the next Period Payment

* Notifying the Supervisor, directly, if my child will not be attending the program

—_—

| understand, my child will be expected to behave in accordance with the “Code of Student

Conduct” for Broward County Public Schools.

2. lunderstand, all payments for Before and After School Child Care Programs mustbe made
inadvance of the child receiving childcare. Failure to pay in advance will resultin dismissal
from the program. Payment due dates are given to parent/guardians upon registration.

3. lunderstand, itis necessary to pick up my child(ren) on time. Failure to do so may resultin
dismissalfromthe program. Alate pick-upfee of $15.00, per 15-minuteincrements, per
family will be charged.

4. lunderstand, if my child is onthe Broward Free/Reduced Meal Program, funds may be
available for partial After School Child Care Fees. Itis my responsibility to request this
information and provide necessary documents for the application.

5. lalsounderstand, itis my responsibility to keep my own records and receipts forincome

tax purposes.

Parent/Guardian Signature:

Parent/Guardian Copy
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2018-2019

Child’s Name: Date:

School's Name:

| understand the policies and procedures that have been outlined in the Parent Handbook. |
understand that these are in place to ensure the safety and well-being of my child while attending
the program. | have read them and agree to follow them. | have also discussed the rules of the
program with my child.

In addition, | understand some of my responsibilities include, but are not limited to:

* Bringing my Photo ID for pick-up verification.

* Pickingmychildupby 6:00 PM , or l will be charged a late pick-up fee

* Paying Period Fees on or before the last day to pay

* Paying late pick-up fees prior to the next Period Payment

* Notifying the Supervisor, directly, if my child will not be attending the program

o

| understand, my child will be expected to behave in accordance with the “Code of Student

Conduct” for Broward County Public Schools.

7. lunderstand, all payments for Before and After School Child Care Programs mustbe made
inadvance of the child receiving childcare. Failure to pay in advance will resultin dismissal
from the program. Payment due dates are given to parent/guardians upon registration.

8. lunderstand, itis necessary to pick up my child(ren) on time. Failure to do so may resultin
dismissalfromthe program. Alate pick-upfeeof$15.00, per 15-minuteincrements, per
family will be charged.

9. lunderstand, if my childis on the Broward Free/Reduced Meal Program, funds may be
available for partial After School Child Care Fees. Itis my responsibility to request this
information and provide necessary documents for the application.

10. lalso understand, itis my responsibility to keep my own records and receipts forincome

tax purposes.

Parent/Guardian Signature:

Program Copy
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