Our Lady of Victory Extended School Program Handbook
Welcome to the OLV-ESP! It exists for families with children enrolled in the school. It is designed to complement the school curriculum by providing a supportive and Christian environment for constructive and creative extra-curricular activities. Ideally, students will look forward to spending time with their classmates in a relaxed atmosphere, where they participate in structured and non-structured recreational activities. OLV is offering care for its school children before school, after school and on half days. Families MUST be registered in the program to utilize it. 
The program will not be in session on:

· School holidays

· No school days

· Snow days

· Emergency closing days

Morning sessions begin at 7 a.m. The students remain in the program until 
8:15 a.m.

After school session begin immediately after dismissal, with a 30 minute break for snack followed by either a half hour or full hour of Homework Club. The remaining time is spent in various activities, such as art, crafts, constructive play, interactive play, or involvement in educational but creative games with students and supervisors. Students are to be picked up by 6 p.m. 
Half day session begin immediately after dismissal and ends at 6 p.m.

Registration fee: $60.00 for one child

                        $90.00 for families with multiple children

This amount is due with the registration and information forms. This registration fee is for the current school year. It will be refunded only if space is not available for your child(ren). 
Registration

Each child in the OLV-ESP must have a completed 

· Child Information Record on file with the Program Director. 
· Parental Health Statement

· Parent Permission slip 

· Homework Club Contract

Withdrawal from the program must be done in writing at least two weeks prior to the withdrawal date.

Billing Information

Each family will be asked to complete a monthly use calendar so that the ESP will be sufficiently staffed. Please call the school office at 248-349-3610 if you are registered but will not utilize the program for a registered date. It is imperative that we know if a student will be absent from the program and a parent will be called if a student is missing on a registered date. 
Drop in care will be available as space permits.
Morning session cost is $4.00 per day per family

After school session cost is $12.00 for the first child 
                                          $8.00 for the second child
                                          $4.00 for the third child
Half day session cost is $28.00 for the first child
                                    $20.00 for the second child 

                                  $12.00 for the third child
Families will be billed every two weeks with payment due at the end of the following week. All checks should be made payable to OLV-ESP. 

There will be an additional $10.00 fee for children picked up between 6:00 p.m. and 6:15 p.m. After 6:15 p.m. an additional $10.00 will be charged for every quarter hour thereof until your child is picked up. 

If you are late in picking up your child(ren) on five or more occasions, you will be asked to find an alternative after school program.
Program
The program is organized so that the children have a choice of activities to participate in each day. Choices may include:

· Outdoor play
· Supervised sports

· Arts and crafts

· Table games

· Small group games and/or activities

· Music

· Drama

· Other educational but fun activities

Children will have the opportunity to participate in large and/or small group activities as well as individual projects. In addition to activities presented by the teachers, students are encouraged to develop activity ideas themselves.

Children in the ESP may alternate between similar age groupings and mixed age groupings depending on the specific activity of the day.

Personal Toys and Games:

There is an abundance and a variety of games and activities available for the ESP children. However, children may bring non-aggressive toys and games to the program. It is the responsibility of the child to care for these items while at ESP. Video games are not allowed. 
Health and Safety Policies
Absence:
If you do not use the program on a daily basis, we ask that you call and inform us when your child will be attending.  This allows us to make sure that your child arrives to the program safely.  

Medication: 

Prescription medication will be administered and recorded only if there is a completed Extended School Medication Form on file. Prescription and non-prescription medication must be in the original containers labeled with the child’s name. However, the use of non-prescription medication is discouraged.

Illness: 

Please do not send children to the ESP if you have a strong suspicion that the child may not be well. If a child becomes ill in a session, they will be isolated from the other children. A parent will be contacted so that the child may be picked up and cared for at home. If a parent cannot be reached, persons listed as emergency contacts will be called. 

Discipline:
The ESP adheres to the guidelines issued by the State of Michigan for Child Care Centers. The OLV ESP staff is prohibited from using the following forms of punishment:
1. Hitting, striking, biting, inflicting pain

2. Restricting a child’s movement

3. mental or emotional cruelty. Such as humiliation, shaming or frightening a child

4. depriving a child of meals, snacks, rest or bathroom facility usage

5. confining a child to an enclosed area. 
Snacks and Lunch:
Please send a snack with your child each day.  Pop. Popcorn and gum are not allowed.  We would be very appreciative if you would limit the number of snacks sent containing peanut products.  Meals are not provided, even on half days. There is also no refrigeration space or access to anything to heat food. Please provide non-perishable foods and drink.

Emergency Procedures:
In the case of a minor injury or accident, a staff member will administer first aid.

For serious injury or accident, necessary emergency first aid will be administered and professional assistance will be called for if needed, and a parent or emergency contact will be called. In the event that none of these contacts are possible or in case of a serious emergency, the child will be transported to a hospital. 
Severe weather warning: 
Safety procedures are practiced with the children during the regular school day. Children will be taken to the lower level, Victory Hall in cases of severe weather 

warnings.
Fire:

In addition to school called fire drills, the ESP will also have fire drills. Groups will leave via the posted routes and will gather at the far side of the parking lot, in front of the grass berm. 

Homework
The OLV-ESP will offer “Homework Club” for children in grades 2 through 8 Mondays through Thursdays. There is no structured Homework Club on Fridays, the day before a No School Day or during Half Day sessions. However, staff will make every effort to provide an appropriate space for children who desire to do homework at a time when no Homework Club is offered. A staff member is available to help children in all grades with their work. The ESP staff member can facilitate the completion of homework. However, it remains the responsibility of the child to monitor their work. If you find that your child is not completing the homework, it is important that you discuss the situation with them so that they know what you expect them to accomplish. Some children have no trouble completing their homework in ESP. Others find it easier to do homework at home where there are less distractions and noise. Please discuss their participation in the Homework Club before enrolling them.
Students and parents must sign the enrollment form for Homework Club.

Staffing

The OLV-ESP is staffed with qualified adults who have had previous experience with school age children. Staff members meet or exceed the Family Independence Agency qualification guidelines. 

All staff has First Aid and CPR training, participate in staff meetings, in-service training and special workshops to increase their skills in working with children in various settings. 

General teacher responsibilities include program planning, interaction with children, safety and supervision, problem solving and parent interaction. In the absence of the Director, the Head Teacher is responsible for supervision and decision making.
Behavior Guidelines
Rules and guidelines for behavior must be set if students are to be safe. 

Behavior guidelines for the ESP will be as follows:

1. Listen to each other and be respectful

2. Treat others as you would like to be treated. 
3. Listen and follow the instruction of any adult supervisor

4. Respect all school; and others’ property

5. Always tell the supervisor when you are leaving an area.

6. Follow all rules and behaviors that are expected of you during the school day with your teachers.

If students are taken outdoors, the same rules and guidelines apply as if the entire school population were still present. 
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OLV-ESP Parent Permission Information
Child’s Name_______________________________
Child’s Name________________________________

Child’s Name________________________________

Child’s Name________________________________

________
Photo Release 
Permission is granted to the Extended School Program at OLV to take and post pictures of my child(ren). I understand that I will be notified before pictures are posted or used  
________ Lunch 



I understand that I will provide a lunch and drink on days that OLV 
                    school has a half day. 
________ First Aid



I give permission for the Extended School Program staff to administer 

                    routine, non-surgical first aid to my child(ren). 

_________ Parent Handbook


        I have read the Extended School Program Parent Handbook and its’ 

                  accompanying forms. I understand and accept the policies and 

                  guidelines as outlined.

I understand that the policies outlined in the ESP Parent Handbook are still in force whether or not I have read and initialed the box above. 

Parent signature_________________________ Date________________
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