North Gibson School Corporation
Latchkey Childcare Program

Palicies and Procedures

Hours of Operation

Before School: 6:00-7:30 AM

AfterSchool: Until 6:00 PM

In the event of adelayed opening for school, the Latchkey Childcare Program will NOT be in session. Thisis a change from
previous practice, however, we feel it is a necessary change to protect the safety of our employees. Inthe eventof an early
dismissal from school, there will be no childcare service available for that afternoon session.

Enrollment

Parents who wish to enroll their children in the childcare program must complete the enrolimentinformation before the child begins
inthechildcare program. The childcare directoror his/herstaff should be notified immediately of anychanges r elated to home
address, phone numbers, or individuals who are authorized to pick-up the child.

Fees

A fee schedule has been established forthe school year and itis available at each school office or at the location of the c hildcare
facilities, and on the school district website. Fees must be paid Monday of each week. If parents fall two weeks behind in fee
payments, the child may be dismissed from the childcare program. Any unpaidchildcare fees willbe forwardedto the school
district office and referred for collection. Inthe past, the childcare program qualified to accept voucher assistance, however,
beginninginthe 2014-2015school year, we will no longer accept vouchers.

Beginningthe 2014-2015school year, parents will no longer be charged on a dailyrate, but will be charged by session per week,
regardless of how manydays yourchildattends. This procedure of payments allows us to predict the revenue generated fromthe
program. Itwillalsoallowus to know how many students will be attending on aregular basis. To accommodate those parents who
need the servicein the event of an emergency,a DROPIN fee has been created.

Drop-In Service

In order to accommodate the use of the childcare programin the event of an emergency for a parent, or inthe event thata parent
failsto pickup a child from school, a drop-inrate has been created. Parents who wish to use the childcare programon a drop-in
basis must complete the registration formand return itto the center before the child can participatein the program. PAYMENT IS
EXPECTED ON THE DAY OF SERVICES. The dropinrateisthefollowing:

AM Only:510.00 peroccurrence
PM Only:510.00 peroccurrence
Both AM and PM: 520.00 peroccurrence

Arrival and Departure

The childcare program opens at6:00 AM each morning. Children are notto arrive beforethattime unless approved withthe
childcaredirector. When dropping off a child, parents areto be surethatstaff members are present before leavingthe child.

Parents of afternoon childcare children must pickup their child by 6:00PM. Children MUST be signed out each day by the parentor
other individual who is authorizedto pick up the child. Ifachildhas not been picked-upby 6:10 PM, a $10latefee per childwill be



charged to the parents who are |ate picking up their child/children. Parents who consistently arrive late to pick up theirchildareat
risk of having their childremoved fromthe program.

Children will only be releasedto a parent/guardianor anadult who isnamed on the registrationform. Childcare staff will ask for
identificationfrom persons who are not known to them and who usually do not pickup the child. Intheeventthatthereis a court
order related to a particular adultand his/her interaction with a childwho attend the program, a copy of that order mustbe on file
inthechildcare office.

Guidance and Discipline

Childcare staff will use a positive approach to encourage appropriate behavior. Childcare staff members shouldnotbe expected to
providediscipline for issues related to the classroom or the home. Persistent behavior problems will be discussed with the parent.
Inthecaseof serious behavior problems that threaten the safety of the child or others, it may be necessary to suspend or remove
the child from the program. This decision wouldbe made atthediscretionoftheschool principal and/or childcare director.

lllness

Ifa child becomesill duringchildcare hours, the parent will be notified. Duringthe hours that the childcare programisinsession,
thereis nonurseinthebuilding. Childcare staff will take appropriate measures to care for the child until the parentcan pick the
childup. Children mustleave the childcare center if they have a temperature above 99 Degrees, if they are vomiting or have
diarrhea, or havea communicable disease. Childrenmay return when they are free of fever, vomiting, anddiarrhea for atleast 24
hours.

Inthe case of medication that needs to be administered in childcare, a separate prescription container must be given to the

childcaredirectorthatincludes appropriateinstructions. Inaddition, parents mustsigna permission formto allow forthe
administration of the medication. Over the counter medications can be givenonly with a signed physician’s statement.

Medical Emergency

Inthe case of a minoremergency, the childcare staffwill administer appropriate firstaide and the parent willbe notified either by a
phonecall or when the parent picks up the child.

In caseof a moreseriousinjury, the parent or other emergencycontact will be notified. If the parent/guardian orother individuals
listed on the registrationform cannot bereached, the childcare staff will take appropriate steps to provide emergency care forthe
child. If determined to be necessary, emergency medical personnel will be called to care for the child.

Homework

Homework timeis offered inthe childcare program on mostdays. Parents may request that their child participate in homework
time; however homeworkis doneon thehonorsystem. While efforts will be made to seethatthe child completes homework, the
final responsibility for completion of homework rests with the child. Parents are encouraged to stay involvedin the homework
processand check any and all homework completed atthe childcare program.

Snacks

Snacks are provided each day forchildrenin the childcare program. Thereis no additional charge for these snacks. If the child has
allergiesto certainfoods, or requires a special diet, a doctor’s statement must be on file with the childcare office. If special foods
arerequired for the child, parents will be askedto provide theseitems.



2014-2015 North Gibson Latchkey/Childcare Fee Schedule

Week Beginning  # of Days AM Only Cost PM Only Cost AM and PM Cost

8-Aug 1 $4.00 $4.00 $8.00
11-Aug 5 $20.00 $20.00 $40.00
18-Aug 5 $20.00 $20.00 $40.00
25-Aug 5 $20.00 $20.00 $40.00
2-Sep 4 $16.00 $16.00 $32.00
8-Sep 5 $20.00 $20.00 $40.00
15-Sep 5 $20.00 $20.00 $40.00
22-Sep 5 $20.00 $20.00 $40.00
29-Sep 5 $20.00 $20.00 $40.00
6-Oct 5 $20.00 $20.00 $40.00
13-Oct 4 $16.00 $16.00 $32.00
21-Oct 4 $16.00 $16.00 $32.00
27-Oct 5 $20.00 $20.00 $40.00
3-Nov 5 $20.00 $20.00 $40.00
10-Nov 5 $20.00 $20.00 $40.00
17-Nov 5 $20.00 $20.00 $40.00
24-Nov 2 $8.00 $8.00 $16.00
1-Dec 5 $20.00 $20.00 $40.00
8-Dec 5 $20.00 $20.00 $40.00
15-Dec 5 $20.00 $20.00 $40.00
5-Jan 5 $20.00 $20.00 $40.00
12-Jan 5 $20.00 $20.00 $40.00
20-Jan 4 $16.00 $16.00 $32.00
26-Jan 5 $20.00 $20.00 $40.00
2-Feb 5 $20.00 $20.00 $40.00
9-Feb 5 $20.00 $20.00 $40.00
17-Feb 4 $16.00 $16.00 $32.00
23-Feb 5 $20.00 $20.00 $40.00
2-Mar 5 $20.00 $20.00 $40.00
9-Mar 5 $20.00 $20.00 $40.00
16-Mar 4 $16.00 $16.00 $32.00
30-Mar 4 $16.00 $16.00 $32.00
6-Apr 5 $20.00 $20.00 $40.00
13-Apr 5 $20.00 $20.00 $40.00
20-Apr 5 $20.00 $20.00 $40.00
27-Apr 5 $20.00 $20.00 $40.00
4-May 5 $20.00 $20.00 $40.00
11-May 5 $20.00 $20.00 $40.00
18-May 4 $16.00 $16.00 $32.00



North Gibson School Corporation
Before/After School Care

Authorization and Emergency Information Form
Please Print:

Student Name: Grade:
Address:
Phone: Birthdate:

Mother/Guardian:
Employer: Primary Phone:

Work Phone:

Father/Guardian:
Employer: Primary Phone:

Work Phone:

Other Emergency Contact(s):

Name: Relationship to Child:
Phone:
Name: Relationship to Child:
Phone:

ONLY THE FOLLOWING ARE AUTHORIZED TO PICK UP THIS CHILD:

1.) Name: Relationship to Child:
2.) Name: Relationship to Child:
3.) Name: Relationship to Child:
Family Physician: Phone:
Family Dentist: Phone:

Health Concerns/Special Instructions:

I have read, understand, and fully accept all the outline policies and procedures of the before and
afterschool latchkey program with North Gibson School Coporation.

Parent Name (Printed): Date:
Parent Signature:







