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Welcome to the EducationWorks OST After School Program. Thank you for choosing us to provide enriching and educational experiences to your child during the after school hours.  We take pride in serving children and their families, and will aim to meet your family’s needs. We drafted this handbook with parents/guardians in mind—please read it to learn about our program, our policies, and our procedures. We are very excited about this year, and look forward to getting to know you better!   

I. Our After School Program Activities and Program Structure

Our after school program provides each child a fun, safe and supportive environment after school. Children will be divided into groups by age or grade, and each group will have one or two designated group leaders.

EW provides a range of activities to children and youth. Such activities include: 

· Homework Assistance—Our goal is to help your child get his/her homework started, concentrating on the things that your child doesn’t understand. If we find that your child consistently doesn’t understand the homework, we will be contacting you and the teacher. It is vital that you check your child’s homework every evening, both to ensure that s/he completes it, and also so you know what is going on at school. Our daily homework period is from 4:45-5:30, so if you pick your child up prior to 5:30, your child will miss the homework help period.  
· Projects—your child will complete one or two projects  every trimester. The three project areas we are working on this year are:
1. Building Healthy Communities: Focusing on nutrition education, fitness, and wellness, this program aims to give your children tools to choose healthy habits.

2. MLK 365: This is a curriculum focusing on the teachings of Dr. King, particularly in the area of civic engagement and service to others.  
3. Go Green!: Focusing on our collective environmental challenges, and engaging students in projects such as recycling, water conservation, and gardening.
· Celebrations of Student Work
· Literacy and Arts Activities

· Indoor & Outdoor Play
II.  Admission and Enrollment Regulations

A. Eligibility

· All children at our school may enroll in the after school program.  Children who must attend the school’s academic extended day program cannot “cut” it to come to our after school program.
B. Attendance
Our program is intended for families who need service EVERY DAY UNTIL AT LEAST 5PM.  This is not a drop-in program, nor is it intended for children who only need an after-school program a few days a week.  We expect your child to attend daily unless s/he is out of school for illness, and we expect your child to stay daily until 5:45. 
Our staff can refer you elsewhere if you need a different kind of program.
B. Required Forms

In order to best meet the needs of your child, our program must collect several kinds of information to keep in our files. The following forms must be completed for each participating child.

· Intake Form—Provides important information about your child, including his/her contact information, school, special needs, and other information.

· Emergency Contact Form—Gives us important information about who to contact in the event of an emergency, and who may pick up your child. YOU WILL BE ASKED TO UPDATE THIS FORM EVERY 6 MONTHS.  THIS IS A STATE REGULATION.
· Health Assessment Form—Provides information regarding your child’s medical background and any special health needs. HEALTH ASSESSMENT FORMS MUST BE CURRENT (WITHIN 12 MONTHS.)  CHILDREN NEW TO THE PROGRAM ARE REQUIRED TO HAVE A HEALTH ASSESSMENT WITHIN 60 DAYS. CHILDREN WILL BE DISMISSED FOR FAILURE TO HAVE A CURRENT HEALTH ASSESSMENT ON FILE.  THIS IS A STATE REGULATION.
· Means Test Worksheet—Helps the City of Philadelphia (which partially funds this after school program) target its resources to children throughout the city. 
· Permission to Walk Home Form-Gives the program consent to let the child leave at dismissal without an adult escort.
· Permission form for using photographs or videos of your child in the program, and permission to display his/her artwork.
· Agreement that you will give us a copy of your child’s report card.  We will be helping children set academic goals for the rest of the year based on their first report card.  Like you, we want to see them get great grades!
· Due to the sensitive information that is requested from families, this information will be kept confidential!
C. Arrival and dismissal procedures

Safety is a priority to our program. In order to ensure your child’s safety as s/he arrives to and leaves from our program, please read the procedures below.

· Participants are admitted to the after school program after the dismissal of school.

· Children in grades K – 8, who have not returned the Permission to Walk Home Form are not permitted to leave the program without an adult escort.

· The signature of a parent or authorized person is required before the child is released from the program.   

· If any unauthorized person comes to pick up the child and there is no record of authorization or signed note from a parent, the child will not be released to that individual.

· In case of child custody, where the non – custodial parent or guardian may NOT pick up the child, a copy of the court papers is required. 

· Parents must call the Site Coordinator if they will be late to pick up their child.

· When the program staff is not called about a late pick-up, local authorities (police and/or DHS) may be contacted, if the child has not been picked up by 6:00. 
· If a parent cannot be reached in event of an emergency, the Site Coordinator will notify the child’s emergency contacts.

D. Scheduling Changes, Absences, Withdrawal

· EducationWorks after-school program is NOT a drop-in program or a club.  We expect children to attend every day unless they are absent from school.  The resources that we are given to run the program are intended for families who need daily after-school care.  Therefore, children who attend sporadically will be dismissed from the program to make room for a child who needs a daily program.  

· We expect children to remain for the duration of the program, until 5:45 daily.

· Program personnel will notify all parents/guardians of any program or scheduling changes with adequate notice. 

· If the schools close due to snow, our programs will also close. 
· If a child will not be attending the program due to sickness, vacation, or other circumstance, the child’s parent/guardian must contact the Site Coordinator by a phone call.
· When a family withdraws their child from the program, they must notify the Site Coordinator in writing. 

III. Calendar




· The after school program will operate from the daily close of school until 5:45.
· The program will be open at noon on half days until 5:45 pm.
· 
You will receive a monthly calendar that includes closure days and special events.
· The weekly program schedule will be posted in an accessible area.    Please check the posting in order to stay informed of your child’s  activities.
IV. Emergency/Health/Safety Information

A. Medical Care and Administration of Medication

We understand that some of our youth have special medical needs. The information below outlines how our program will work to meet these needs of your child. 

· Parents/guardians are required to provide emergency contact information and health/medical information for participating children.  If a child has a known medical condition that requires special care, the Site Coordinator must be informed.  
· Children are not permitted to be at the program if they have a fever, pink eye, impetigo, open lesions, lice, ringworm or any contagious disease such as chicken pox.  If your child develops a condition while in attendance of the program, you will be called and asked to pick up your child. THIS YEAR WE ARE PARTICULARLY CONCERNED ABOUT FLU.  PLEASE KEEP YOUR CHILD HOME FROM SCHOOL AND OUR PROGRAM IF YOUR CHILD IS ILL. 
· Medication is administered under the following conditions:

1. The medication can only be administered during the after school program at the time it is prescribed to be taken by the child.

2. EW staff will only dispense medication to children with doctor’s orders.  You will be asked to fill out a medication consent form.  All medication must be in its original container including name of the pharmacy with a doctor’s instructions or instructions listed on a prescription slip.  All medication dispensed at the program, including over the counter medicines, MUST be prescribed by a doctor.  
· In case of serious illness or injury, the staff will notify the person designated on the Emergency Contact Form if the parent or guardian cannot be reached.  Emergency Contact Forms must be updated immediately following a change in any of the information on the form (address, phone numbers, contact names, etc.) 

· Program staff cannot transport the child to the hospital. In the case of an emergency, 911 and the parent(s) will be notified. A staff member will accompany the youth to the hospital. 

· An incident report will be completed by a staff member for all emergencies.


B. Safety

· Safety precaution requirements are met at all times, including fire drills and evacuation procedures.  Safety rules will be reviewed with the program participants.

· Fire drills are required by state law and will be conducted every 30 days. 

· First aid kits are available in every program location.

C. Emergency closings and delays 

· The local News Radio Station, KYW-1060AM, announces School District closings and delays.

· If an emergency occurs during the operation of the program (such as a power failure), the Site Coordinator is authorized to close the program.  In this event parents/guardians will be called, and if they cannot be reached, emergency contacts will be called.

D. Child Abuse Reporting
· For the protection of children, staff members receive training regarding child abuse/neglect reporting. 

· Staff members are legally bound to report suspected child abuse to appropriate authorities.
V. Rights and Responsibilities

A. Family Rights and Responsibilities

1. Opportunities and expectations for family involvement

Involved families are an important element in the total success of the program.  We value the input of families and listen intently to their issues and concerns.

· A parent/guardian may observe the program at any time during hours of operation; however, for safety and/or practical reasons, our program reserves the right to refuse admittance to non-family members.  
· Parents/guardians are expected to follow the policies, procedures, rules, and regulations of the program.

· Family members may volunteer as aides, mentors, and chaperones, and may play other key roles. 

· Family members must show respect for all students, staff, and other adults. Adults who exhibit poor behavior (profanity, fighting, etc.) risk being removed from the program

· Parents who wish to volunteer on a regular basis will be asked to complete background checks, as required by law.

2. Parent Compacts 

· Parents must review and fulfill the requirements of the Parent Compact (see Parent Compact in Appendix).

3. Communication Between the Program & Families

· Parents/guardians are encouraged to provide input and feedback on the services as well as the needs of participating youth.
· Staff members are accessible to families to discuss individual concerns of children and youth enrolled in the program.

B.
Students’ Rights and Responsibilities

1. Rules of Conduct

· Young people participating in program activities must:

· Show respect for each other and for staff.

· Follow program rules and directions.
· Behave responsibly.

· Exhibit appropriate and non-threatening behavior.

· Violent behavior will not be tolerated.

2. Discipline

The purpose of discipline is to encourage children to act correctly. Our discipline policy is based on the understanding that positive discipline can increase a child’s self-esteem, promote self-control and teach responsibility and good decision-making. 

Types of misbehavior include, but are not limited to:

· Failure to follow directions from program staff and/or program rules

· Disruption of program by the failure to behave in a safe, appropriate and respectful manner

· Fighting (Students who deliberately cause injury to another child may be immediately dismissed.)
· Cursing

· Destruction or theft of property

· Possessing or using tobacco, drugs or alcohol on program premises (cause for immediate dismissal.) 
The steps of the program’s discipline policy are as follows:

· When children are involved in misbehavior, staff members will intervene appropriately. Corporal punishment will never be used. 

· Disruptive children will be separated for a brief period of time, always under supervision of staff. 

· The misbehaving child and a staff member will discuss the circumstances leading up to the misbehavior and the appropriate actions that could have been taken to avoid the misbehavior, before the child returns to the program group. The Behavior Modification Form attached below will be used. 
· In the event that a child misbehaves a second time or in a serious manner, program staff will prepare a behavior report to advise parents about their child’s behavior. The original report will be kept in the program's files, and a copy will be given to the child's parent. Staff will request a meeting with the parent/guardian and the child.
· After 3 behavior reports, a child may be dismissed from the program.
3. Personal Property

· Children and youth enrolled in the program are responsible for their own belongings including clothing, toys, and other personal items.  They will be given a place to store their belongings. Please label your child’s belongings.
· Students in Philadelphia public schools are not permitted to have phones in school. Children may not use cell phones in our program.
· We strongly discourage bringing toys, money, Ipods. or other expensive items to school or the after school program. We cannot accept responsibility for these items! Toys and Ipods that are being used and are disruptive to the program will be collected and stored until an adult arrives to collect them. 
· If there are missing items, parents should request an opportunity to check the program’s Lost and Found for the specific item(s). 

· The after school program is not responsible for lost or stolen personal items.

EDUCATIONWORKS AFTER SCHOOL PROGRAM

Parent/Guardian Compact

We commit to responsibilities on behalf of our children
The staff of the EW After School program and you as a parent/guardian are committed to improving the educational potential of every child by working together to cooperatively raise student achievement levels.  To that end, we jointly agree that:

EW After School program WILL:

1. Supervise your child at all times

2. Make your child feel welcomed, comfortable, and safe

3. Implement a creative and enjoyable program

4. Provide academic support and personal enrichment

5. Provide tutoring and homework assistance

6. Allow time for creative activities and indoor/outdoor recreation

AS THE LEGAL GUARDIAN OF ____________________________________ I WILL:

1. Work with my child and his/her teachers toward the goal of supporting my child’s academic and social development

2. Provide the after school program with my child’s report card

3. Ensure that my child attends school and the after school program EVERY DAY except when ill

4. Make sure that my child’s homework is complete and correct each night

5. Read with my child at least 15 minutes a day

6. Participate in my child’s school and after-school program
7. Communicate regularly with program staff

Agreed to on this date________________________ 

by ________________________________________ Legal Parent/Guardian of Record




     __________________________________

Site Coordinator
EDUCATIONWORKS  After School Program Behavior Modification Form
Name of Child: _______________________________________

Date: _____________________ Time: ____________________

Location: ____________________________________________

1) Description of the problem.

2) Persons involved (Do not name any students except child above. Instead use “another student.”)
3) Location and time of incident.

4) How problem was resolved.

5) What positive choices could the student have made? (To be filled out with student)
6) What are the next steps?

Signed:
_____________________________________

Program Staff Member
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SITE NAME: __________________ – AFTER SCHOOL PROGRAM

HANDBOOK SIGN OFF

      Parent Copy
I ______________________________________ have received the 

After school Handbook on ________________.  

I am the parent/guardian of __________________________________

Parent/Guardian ___________________________________________







(Signature)

Program Coordinator     ______________________________________



(Signature)

Program Assistant
______________________________________






(Signature)

Group Leader    ___________________________________________




(Signature)
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HANDBOOK SIGN OFF

      Site File Copy

I ______________________________________ have received the 

After school Handbook on ________________.  

I am the parent/guardian of __________________________________

Parent/Guardian ___________________________________________







(Signature)

Program Coordinator     ______________________________________




(Signature)

Program Assistant
______________________________________







(Signature)

Group Leader    ___________________________________________




(Signature)
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HANDBOOK SIGN OFF

 City Office File Copy

I ______________________________________ have received the 

After school Handbook on ________________.  

I am the parent/guardian of __________________________________

Parent/Guardian ___________________________________________







(Signature)

Program Coordinator     ______________________________________




(Signature)

Program Assistant
______________________________________







(Signature)

Group Leader    ___________________________________________




(Signature)
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