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Statement of Philosophy

The Holy Family-St. Mary’s Catholic School Before and After School Clubhouse Program provides a safe and secure
environment to serve the childcare educational needs of children ages 4-12 years at Holy Family-St. Mary’s School.
We provide childcare for those families who are signed up on a regular basis throughout the school year.

The curriculum is developed to promote emotional, social, and language development. Our program is based on
the belief that each child is unique in personality, experience, and rate of development. Age appropriate activities
help each child to mature with a positive self-concept and a sense of self-control. Children are provided with
opportunities to make choices and improve decision-making skills.

North Dakota Licensing

Our center is a licensed facility under the name ‘Holy Family-St. Mary’s Preschool and Childcare’ through Grand
Forks County Social Services. It is under the co-directorship of Mrs. Wendy Waldorf (Clubhouse) and Mrs. Sarah
Larson (Preschool). It is supervised by Mrs. Amanda Carter. For this reason, the Clubhouse/Preschool Directors are
responsible to follow the regulations set forth by the state of North Dakota. Under this program, we are required
to follow the teacher/child ratio for Clubhouse.

Days/Hours of Operation

Clubhouse will follow the All Saints Catholic Schools Network calendar. Specific days are noted on a yearly calendar
distributed by the school office at the beginning of each year. If school is dismissed due to weather related issues,
Clubhouse will close. Our hours are from 6:45-8 a.m. and 3:00-5:30 Monday through Friday when school is in
session.

Eligibility

Children enrolling in Holy Family-St. Mary’s Clubhouse must be the age of 4 before December 31st of the current
school year. This conforms to the state of North Dakota regulations for Kindergarten entrance. Our license is for 3
years old up to 12 years old.

e The Director, with guidance from the School Principal, will determine acceptance into the program.
e Children must be able to use the restroom independently to attend Clubhouse.
e Children must be enrolled in Holy Family-St. Mary’s School in order to attend the program.
e Children of all faiths are welcome to attend Clubhouse.
Fees/Payments

The All Saints Catholic Schools Network’s Governing Board determines the fees for the services. A flat rate of $5.50
an hour for each family member will be charged. Your charge will be prorated to the 15 minute mark. You can find
your Billing statements on the “Parent Web” each month.



Payments are due at the end of the month of the receipt of the statement. It is the parents responsibility to make
the payment on time. Nonpayment will result in dismissal of the child from the program until payment has been
made. This may cause you to lose your spot.

If you are applying/receiving child care assistance or any other form of assistance, please notify the Director
during registration.

Enrollment Procedures
This is only if you have been accepted into the program.

Parents will need to register for the program yearly. It is an online enrollment form.

A registration fee of $40 per family is required.

Enrollment checked off in the enrollment packet submitted.

Read the Parent Handbook that is on the Parent Web.

A copy of the current Immunization form for each child in the front office.

A copy of the birth certificate for each child in the front office.

Child Information sheet SFN (2-2020) and Parent’s statement of health of Child SFN (Rev. 11-2008) in the
front office.

You can click on the links below to fill out the forms:
https://www.nd.gov/eforms/Doc/sfn00845.pdf
https://www.nd.gov/eforms/Doc/sfn00847.pdf

This must be completed before your child can attend the Clubhouse Program.

Communication

We encourage you to be an active participant in our program. Your suggestions are welcomed as we work together
to provide quality care for your child. We will communicate with you by the way of newsletters, emails, phone
calls, or the use of the Parent Information Center. The program will communicate regularly about the child’s
physical, emotional, social, and intellectual growth.

Accountability Policy

School-age children are not allowed to leave the program unsupervised. A note must be signed by the parents for
permission to allow children to walk home if needed.

Transportation

Parents must come into the building if children are dropped off before 8:00 am and sign their child(ren) in on the
computer. Parents are also required to come into the building to pick up their children at the end of the day.
Parents must come into the building if children are dropped off before 8:00 am and sign their child(ren) in on the
computer. Children must walk out to their car with their parents. Children are not allowed to leave the fenced area


https://www.nd.gov/eforms/Doc/sfn00845.pdf

until the parents come in to get them. We do not allow children and parents to go to other parts of the building as
teachers are working or the cleaning crew are doing their jobs. (Our program does not transport children.)

Storm Day Policy

In the event of inclement weather, the Clubhouse will follow the same procedures as Holy Family-St. Mary’s School.
All late starts and cancellations will be announced via the FACTS App and email.

If Holy Family-St. Mary’s School has an early dismissal due to the weather, etc. , the Clubhouse Program will also
close. We will make sure that children in the program have been picked up by their parents or that the parent has
made other arrangements for their child. There will be no charge for storm days or other cases over which the
program has no control over.

Arrival and Departure Policy

Staff members will supervise and record the arrival and departure of the children to the Clubhouse program. Each
child has a coat hook or basket to place their belongings in. Please take their things home each night.

When picking up your child from the program, please indicate to the teacher that your child is leaving for the day.
Parents need to sign out their child on the provided laptop. After the parent contacted the teacher and child/ren,
the parent is responsible for the safety of the child.

No children will be allowed to run through the school or depart from the building alone. Please do not go into
the other classrooms even if the doors are opened. This causes a problem with the classroom teachers and the
cleaning staff. The children must also be supervised outside. This is for the safety of the children! If someone

other than the parent is going to pick up your child, please make sure they are on your child’s authorization form.

A child will not be released to anyone who does not have the proper authorization or is not 18 years of age. A
form of identification will be requested by a staff member.

In an event that only one parent has custody of the child, please submit a copy of the court order stating the
custody restrictions we need to be aware of.

Clubhouse hours are from 6:45-8:00 am and 3:00-5:30 pm Monday through Friday when school is in session. If
you are late picking up your child, there will be a late fee of $1 for every minute before 6:45 am or after 5:30 pm
added to your next statement according to the clocks in the school building.

More than 3 late pick-ups times, can be cause for dismissal from the program.

After school Clubs at SMS

If your child is involved in a club after school, they will need to come to Clubhouse to check in, hang up their
backpack and coat, and have a snack. A staff member will take them to the club as soon as they are done with
their snack. You will not be billed for this time. If you pick them up from the club, please stop by and let their
teacher know that you are taking them for the day. Following the completion of the club, a staff member will
return your child to Clubhouse.




Special Needs Children

Special needs children may be accepted on an individual need basis. The center will consult with the children’s
parents and /or professional consultants to receive proper instruction on the development of a program that will
best aid the child’s growth and development.

Snack Policy

The Clubhouse program provides nutritious snacks. Water is also an option for them during snack. Each day there
is a designed snack offered to the children enrolled in the program. Please do not send individual snacks for your
child unless they are on a specific diet.

Holy Family-St. Mary’s School initiates every effort to ensure students have a safe and secure environment to learn
and grow in. Due to the growing number of students with nut allergies, many of which are severe, Holy Family-St.
Mary’s School which includes the Clubhouse program (excludes Church) will be a peanut/tree-nut free facility.

Evacuation Policy

Evacuation procedures are posted in the Holy Family-St. Mary’s Preschool and childcare Center. The staff is
orientated on those procedures and will practice them. Staff members are trained in CPR and First Aid procedures.

Fire/Tornado/Lockdown Drills

Fire and tornado drills are required by law and are an important safety precaution. It is essential that all parties in
the event of an actual emergency take the seriousness of the drills into account. All staff and students should
familiarize themselves with the proper safety and exit procedures for each classroom they are assigned.

Outdoor Play Policy

Outdoor play is a scheduled part of our program. All children will be going outside unless it is zero degrees or
below zero F which includes a feels like temperature. Please dress your child appropriately for outdoor play. Their
winter gear should include a warm winter coat, snow pants, boots, gloves/mittens, hat, and a scarf. Please put
your child/ren’s name on the label or find an area that is appropriate.

Your child/ren will need to make sure they bring their winter gear to Clubhouse each day. It takes time away from
their activities if we need to go back up and get it. It also takes a teacher away from their group, leaving the
teacher/child/ren ratio unsafe.

Toys

The toys and games provided by the program are shared by all of the child/ren who attend the program. The
child/ren are asked to respect the property of the Clubhouse program as we share their classrooms. The child/ren
are asked to help pick-up after they are done playing with the toys or before they leave for the day. Please do not
bring toys from home as we will not be responsible for these toys.




Clothing Policy

Dress your child/ren in accordance with the All Saints Catholic Schools Network Dress Code. It is required that
children in preschool have extra clothes in their classroom in case they have an accident.

Winter gear for outside is the parents’ responsibility to supply. Please make sure you label your child/ren’s gear.

Child/ren Abuse and Neglect Policy

It is the responsibility of all caregivers to report to the Department of Human Services cases of child/ren abuse or
neglect. The director will report the cases to the appropriate social service program, for further investigation.

Medication Policy

Medication that is brought to school must be registered in the office and administered according to the Medication
Policy. This includes non-prescription medicine (cough drops, Advil, Tylenol) and prescription medicine. All
medicine requires a signed form in the office. Copies of this policy are available upon request in the school office.
No medication will be administered before approval by the administrator.

Behavior and Discipline Policy
The Holy Family-St. Mary’s School is guided by the following principles:

Each child/ren is a unique and important person who needs to feel good about him/herself.

All child/ren need opportunities to learn responsibilities and consequences for their actions.

All child/ren need limits that are consistently enforced.

child/ren need opportunities to make appropriate choices.
Based upon these principles the staff will encourage and reinforce positive behavior. Physical punishment will not
be used under any circumstances.

Parents are encouraged to check in with their child/ren’s teacher to see how their day was. Parents will be
informed about any behavior problems as they come up. If problems continue, the director will meet with parents
to come up with a plan that helps the child/ren be successful. When all resources have been explored, a decision
will be made to determine if removal from the program is necessary.

Aquatics/ Field Trip Policy

Aquatic/ field trip activities are not offered at Holy Family-St. Mary’s Clubhouse. Child/ren are not offered the
opportunity to go on field trips or participate in aquatic activities, such as visiting rivers, lakes, streams, swimming
pools or water slides.




Outside Agencies

Holy Family-St.Mary’s Clubhouse believes that the program enhances when it works in cooperation with other
area institutions and agencies, i.e., UND, Grand Forks Public Schools, churches, Social Services Agencies, etc. The
center will provide opportunities for field experience students to complete required teaching and/or volunteer
experience. We also allow various students from educational classes to observe and record the child/renren for
their classroom assignments. All information the students gather is approved by the director and will remain
confidential information. Parents will be notified beforehand.

ILLNESS POLICY

A sick child/ren is to be kept home, for his/her own sake and that of the other child/ren.

If the staff feels that your child/ren is too ill or contagious to remain in our care, you will be contacted and asked to
pick up your child/ren/ren immediately. Having previously arranged alternate care will be helpful to you in these
situations. For the safety of other child/renren in the Clubhouse Program, the child/ren will be removed from the
group when they are sick. Please have a list of three people that we can call to pick up your child/ren within the
hour. Here is a list of illnesses/symptoms child/ren may be sent home for can include, but is not limited to the
following:
Fever of 100 degrees or higher
Vomiting
Diarrhea
Excessive tiredness
Exhibits signs and symptoms that are impacting the child/ren’s relationships with other child/ren.
Unexplained rash or hives

e Impetigo
Child/ren must be free of fever, vomiting, or diarrhea for 24 hours before returning to the Clubhouse Program.
Your child/ren must be fever free for 24 hours without fever reducing medicine. (Acetaminophen or ibuprofen)

Please alert the Clubhouse Director if your child/ren becomes ill with any of the following communicable diseases:
*Chicken Pox *Roseola *Mumps
*Measles *Hand/Foot/Mouth Disease *Head Lice

Accident Policy

When an accident occurs teachers will provide appropriate care for the injury. After care teachers will write up an
accident report that details events that led up to the accident. The accident report will then be signed by the
parent and the director. In cases of serious injury the director will call to inform parents of the accident and follow
up if any outside care was administered.

Hiring Policy

When the After School Activities Program hires employees they need to have the following in place:
® An authorization for Background check and fingerprinting through the state.
® A background check through the Fargo Diocese.
e Current CPR and First Aid certification



® Getting Started
e Mandated Reporter certification
o Licensing requires all staff are mandated reporters and will report any suspected child abuse or
neglect as required by North Dakota Century Code 50-25.1-03.
o If you need to report a suspected child abuse or neglect you may call the statewide toll-free Child
Abuse & Neglect reporting Line at 1-833-958-3500 available 8 am — 5 pm central time. If itis an
emergency and a child is in imminent danger, Call 9-1-1 now.
® Be 18 years of age or always supervised by an adult.
The program will not employ anyone convicted of a direct bearing offense listed in ND Admin. Code 75-03-08-27
(Family Rule) or ND admin. Code 75-03-09-27 (Group Rule).

Grievance Policy

Complaint / Grievance Procedure

If a student is having a problem in school, we expect that problem will be shared with the instructor involved. We
hope that the student will first share the problem with their teacher. If the student feels uncomfortable or is
unable to bring the issue to the instructor, the parent/guardian may assist the student.

If it is determined that the problem is not being resolved, contact the administration. A meeting with the student,
parent or guardian, the instructor, and the administrative team will be arranged to discuss and work towards
resolution. Most complaints can be resolved when these meetings are held. If necessary, a further appeal or
grievance can be filed with the governing board.




