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WELCOME TO CREATIVE CLUBHOUSE!

Thank you for enrolling your child into the Creati¢dubhouse School Age programs. The staff
members of Creative Clubhouse would like to welcome yowur program. Each of us hopes your
child’s experience with us is a positive one.

Creative Clubhouse is a service that provides a wellrgised, nurturing environment where children
can develop friendships, grow in self-confidence,epmhdence and respect for themselves and one
another. We provide a variety of activities and exgpees for children to pursue their own interest.

This handbook will outline our goals and proceduregherCreative Clubhouse Program. We hope you
and your child(ren) find this program a rewarding andching experience.

OUR MISSION

Nativity of Mary’'s daycare program is designed toviee the needs of the children in conjunction with
the needs of parents or guardians who need carénéor dhildren during the day. We provide safe,
quality, and enriching care for the children. Ourgpamns offer every child opportunities for intellectual,
physical, and social development.

GOALS OF THE PROGRAM

To deliver the program in a safe, fun, supportive, gaaimd positive environment;

Meet the social, physical, and emotional needs df ehild;

Help each child develop relationships with other asmiri to work together in a cooperative
manner;

Create an environment that is friendly and happy;

Offer a variety of experiences and activities thaabém children to learn to make appropriate
choices and have a sense of self-worth.

VV VYVVV

ADMINISTRATION AND STAFFING

The school principal, administrator and the Creat@ebhouse director are responsible for the
administration and staffing of Creative Clubhouse.

All staff is selected based on their education andreqee working with children. Staff is expected to
demonstrate sound judgment, dependability, responsjlditg the ability to create an environment that
reflects care, respect, and safety for children.

All Creative Clubhouse staff must complete a backgroumdicland attend a Virtue Training Program
before working in the program.

Our goal is to maintain a ratio of one staff persof3 children.



DESCRIPTION OF THE PROGRAM

Creative Clubhouse meets the needs of school-ageerhity providing daycare in an active and learning
environment. Creative Clubhouse is located in thesR&enter on Nativity of Mary Campus, next to the
church and school.

Children participate in a wide variety of activitizs group and individual play, including crafts, music,
art, recreation, storytelling and large muscle &as: Our facilities are cheerful, well-equipped spaces
that take advantage of our school environment, addide access to the gym, playground, library, and
computer lab. We also provide quiet time and snacks.

While we offer a quality program that includes planaetivities to complement the school experience,
our primary goal is to provide a warm, caring, Chaistatmosphere for your children.

PROGRAMS

Creative Clubhouse offers two daycare programs. You emustl in each program to use it.

School Year Program: This program runs from the first day of school tigio the second to last day of
the school year. There are two sessions availaliegithe school year. When Nativity of Mary School
is closed, Creative Clubhouse often schedules a Rddegse

Summer Program: This program operates from the first Monday afo#os| ends until three or four

days before the first day of school. During thealwefour days that the program is closed, Creative
Clubhouse staff are preparing for the upcoming schoolpregram.

PROGRAM OVERVIEW

***Before School (6:45 a.m. — school start)

Our before school program is for children who neeé aathe morning prior to the school start time.
The morning program is a balance of self-directedstafi directed activities, which could include arts
and crafts, dramatic play, gym and outdoor activitigsnes and children’s literature. We go to the
school gym or computer room once a week if thosditfesiare available.

The Creative Clubhouse staff walks the children froenRarish Center to Nativity of Mary School for
the start of school.

Creative Clubhouse offers complimentary breakfast: teweve ask that the parents help their children
with their breakfast selections. If time does nathpeyou to assist your children, we would be happy to
help, just let us know your breakfast preferences. ©es@tubhouse offers many breakfast options from
low sugar cereal to pop tarts. We also offer juicesmaitk. Our intention in offering this service 3 t

give everyone the opportunity and freedom to makeeletion of their choice. Granted some of our
choices are more nutritious than others, but we wagiveevery family the right to choose what'’s best
for them.

***After School (school end — 6:00 p.m.)

The Creative Clubhouse staff meets the children bgdheol gym doors to take attendance and walk the
children over to Creative Clubhouse.



Children choose to participate in outdoor activitggsn games, board games or special activities. An
after school snack and beverage is provided.

Children may do their homework at any time throughbatafternoon. Some children prefer to do their
homework right away, while others find they needntmve and release built up energy before being able
to focus. Homework is encouraged, but self-direct®@ff is available to answer questions; however,
they will be facilitating activities for other chileh at the same time.

***Release Days(non-school days)

Creative Clubhouse is open full days (6:45 a.m. — 6:00 p.mp) sdi®ol is closed due to conferences,
workshops, winter and spring break (see school catgndBreakfast and snack are provided on these
days. Children need to bring a bag lunch on releage dThe Creative Clubhouse t-shirt must be worn
for all field trips when scheduled on a release day.

Children will experience a variety of activities @tease days such as field trips, on-site performess, o
planned theme day.

All Creative Clubhouse families complete a Release Registration Form in September. All Release
Days for the entire school year is listed on tbisrf and you need to indicate which days your chiltl wi
attend or not. You will be committed to pay for eagllease day that you registered for. The pre-
registration allows Creative Clubhouse to plan approgyi&de activities, field trips, and staffing.

Pre-registration guarantees a spot for your chiléémh release day registered and a discount rate per
day.

You may cancel any given release dawriting 30 days prior to the release daywithout being
charged for that day.

Each release day needs a minimum of 15 children eegistor the day to be opened.

See Creative Clubhouse Rate Chart for fees.

***Summer Program (full days from 7:00 a.m. — 6:00 p.m.)

Creative Clubhouse offers full day summer programmingfiddren entering kindergarten through age
12. Students will experience arts and crafts, orgamgyasdgames, playground and outdoor games, story
time, quiet time, and other exciting activities. Tdhare weekly field trips, swimming two times a week,
and planned theme days. Your child will enjoy a $ulnmer filled with fun, laughter, exercise, and
friendships.

Children may choose to receive complimentary bregkfaitk at lunch, and an afternoon snack.

Each child is given a program t-shirt on theirtffield trip day. These t-shirts must be worn orfialdl
trip days (except swim days) to easily identify thiddcan with the group.

Children will also need a bag lunch, tennis shoescamfortable clothing each day.

Registration begins in February



Enrollment into the Programs

Call the Program Director at Creative Clubhouse at 952-8811@1€%oll in new services.

Registration for the summer program begins in FebruAr@reative Clubhouse Enrollment Form is sent
to all interested families. This form completed asirned to Creative Clubhouse along with the
$100.00 annual registration fee will guarantee placemerdgusfchild in the programs that you indicate.
This form is your enrollment in the summer program andintent for the school year programs.

In April, the summer registration packet is sent sftmilies who registered in February.
This packet contains the following forms to be congulet

» Creative Clubhouse Summer Registration/Billing Contract
» Emergency Card, Field Trip Consent, and Liability VéaiForm
» Parental Release and Enrollment Agreement

The official school year program registrations is sent in Agust to the families who completed the
intent to attend during the school year on the enrollmenform completed in February. This packet
contains the following forms to be completed:

» Creative Clubhouse School Age Care Registration/Billontract
* Release Days Registration Form

» Emergency Card, Field Trip Consent, and Liability VéaiForm

* Parental Release and Enrollment Agreement

The emergency and parental forms will not be includete school year registration packet if you
completed this form for the summer program.

If the child is registered for the school year peags, you must notify your child’s classroom or
homeroom teacher of the child’s enroliment in Guea€lubhouse.

Parents/guardians must notify Creative Clubhouse of laages pertaining to the registration information,
especially the emergency and health information. Eraah, new Emergency Cards and Parental Release
Agreements must be completed for insurance requirements.

Creative Clubhouse staffing, activities, and budget arestablished based on the number of
registered children for each program. Therefore, for pat-time attendance, the days or sessions of
the week must be the same each week. You will bespgnsible for payment of the registered days
or sessions indicated on the Registration/Billing Contractvhether your child attends or not.
Substitution of days or sessions is not allowed. If you ostanally need to add a day or session for
your child to attend, you must notify the Program Director inadvance. There will be an additional
cost for each additional day or session.



Annual Reqgistration Fee

An annual, non-refundable registration fee must be pdatdogour child’s first day of attendance. The
registration fee covers a one-year childcare pérmd June 1 to May 31 of each school year.

The registration fee is received with your enrofitierm to guarantee a spot for your child in the
program.

Fees

Fees are considered a procedural aspect of Creatipd@lise and are subject to change by the School
Administrator, Creative Clubhouse Director and Pastor.

Please ask for Creative Clubhouse rates for the extelaeprograms.

Tuition Assistance

Creative Clubhouse is contracted with Hennepin Coumtgdgcare tuition assistance.

Families who are working with Hennepin County thdpsi€over the cost of child care expenses must
contact their caseworker about their involvementunmrogram. Written authorization of payment from
Hennepin County must be on file before a child beginsggaation in our program.

A Current “Authorization of Service” must be on filetviCreative Clubhouse. The co-payments on a
subsidized account is due in full by thedE each month, or ¥ on thé& af the month and the remainder
due on the 1%

Parents will be held liable for all fees not covdogdan authorization. An expired authorization or failure
to pay parent co-pays may result in termination of youoliment.

Creative Clubhouse T-Shirt

Each registered child receives a Creative Clubhosbkett- This t-shirt must be worn for all field trips.
(This applies to Release Days when we leave thercamtieto all field trips during the Summer
Program.) The shirts identify the children as pérdur Creative Clubhouse group.

Fields Trips

The Parental Release Form gives Creative Clubhousésg@amto take your child on supervised
neighborhood walking trips, and supervised field trigg tequire public or private transportation. This
agreement is signed once a year covering a peoatJune 1 to May 31.

The Emergency Card is taken on all field tripseaBe make sure your information is correct.

The Creative Clubhouse t-shirt must be worn on ALL figjoks!



Definition of Attendance Status

Full-Time Status

Full-time status is defined as attendance in Cre&iubhouse five days a week during the entire school
year. Full time participants are also entitled te fracation/sick days during the school year. These
no fees due for the five vacation/sick days.

A written note signed by the parent/guardian indicptire date taken as a vacation/sick day needs to be
included with the payment in order to receive crdtijour child is absent more than the 5 vacation/sick
days, you are committed to pay unless a Change otiGlehis completed.

During the Summer Program, children attending thefitdlday week for the entire 12 weeks of summer
are considered full-time. Full-time summer participants entitled to five vacation/sick days to use
during the summer. No fees are due for those five.day

Full-time status changes to part-time status, if attemg, your child discontinues the program or changes
the schedule and then returns back to the progranifavenfive days a week.

The full-time discount rate is given to families who attend days a week for the entire
school year or entire summer program.

Part-Time Status

Part-time status is defined as attendance at Cee@tibhouse 1 — 4 days a week for the school year or 1
— 5 days a week in the summer for less than 11 weekd-tife participants pay the per-session rate.
Children who attend Creative Clubhouse 5 days a weekdbuhe entire school year is also considered
part-time status.

See the section on Sessions and Fees.

Part-time Status participants do not receive any i@daick days for the school year nor for the summer
program

Part-time participants are charged based on the Hayshey registered for whether the child attends
those days or not. There is no substitution of dd®@wvever, an additional day may be added if Creative
Clubhouse is notified and room is available. There @vbel an additional charge.

Drop-In Attendance

Creative Clubhouse offers drop-in enrollment. Dropsirollment is available for the following
situations:

* Your child is not registered for Creative Clubhouse ylout need daycare for a day.
* Achild who is registered for Creative Clubhouse néedstend a different session or an
additional session.

Drop-in enrollment is based on availability of spaCeeative Clubhouse requests a minimum of a 24-
hour notice for a drop-in enroliment. The CreativebBouse staff reserves the right to deny enrollment
based on staffing resources.



A registration fee is not required, but a non-regestqrer-session rate is charged. Request to see a Rate
Chart.

An emergency card and parental release forms must file before any child can attend Creative
Clubhouse.

Payments

Creative Clubhouse is supported by the registration fessvaekly fees collected from the
parents/guardians who use the program. Payment is baske registered enroliment, not attendance.

A weekly, regular schedule must be provided on the Ragia/Billing Contract Form. A two week
written notice is required for all schedule changesl fees for these two weeks must be paid regarélless i
the child/ren attend or not.

All payments are due before services are renderegindtas are due the Friday BEFORE and no later
than Monday of that week’s attendance. Please mmakegements to have your payments in each week.
A $5.00 late fee will be assessed for payments reachiaffershe due dates. You may also pay ahead
without a penalty.

In the case where Monday is a Release Day and yddrdoes not attend, you can pay on Tuesday or the
next day school is in session for that week.

Payment is not required when Creative Clubhouse iscldge to bad weather or a holiday.

Payments must be put in the payment envelope at Cré&idtilsaouse or in the Creative Clubhouse
mailbox in the school office. Payments will not beepted on the playground, at the gym or anywhere
else outside of Creative Clubhouse.

Creative Clubhouse accepts cash or checks.

Receipts are available upon request. We provide youthétform; you fill it out and submit it to us to
sign.

Late Payment Charges

Creative Clubhouse is a non-profit, self-supporting omgdaim@n and needs your prompt payment to meet
expenses. There is a $5.00 late fee for installmeres/eecafter Monday of each week’s attendance.

If your child does not attend on Mondays, you mustthaywveek before or you will be assessed the $5.00
late fee.

Creative Clubhouse reserves the right to discontinlieitrservice due to failure to meet payment
obligations.
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Change of Schedule

You must submit in writing any permanent changes toddelar schedule two weeks before the change
is to take place. The change must be submitted toati@€lubhouse staff person. You will be
responsible for the two weeks payment of your regulargeh regardless if your child attends or not.

Use the Creative ClubhouStange of Schedule form to make the schedule change.

Withdrawing From the Program

You may withdraw your child from the program at amygei You must give a written notice two weeks
in advance. The adult must give the written notica Creative Clubhouse staff person. Payment for
those two (2) weeks is required, whether or not ybid attends after you have given notice.

Full-time status families who withdraw from the pragrand then return to the program will no longer be
eligible for the full-time status rate. They woulddoasidered part-time status upon returning to the
program even if their child attends 5 days a week.

The full-time status discount rate is given onlyamilies that attend the entire school year or entir
summer program for 5 days a week.

Cancellation of a Release Day must be given in writing 30 dagsior to the release day to avoid being charged
for that day.

Required Sign In and Out Procedure

You must sign your child in every morning and out every aernoon. The sign-in/out sheet must be filled in
every day with your signature and time of drop-off or pick-up.

During the sign-in or sign-out time, you and the Credfiibhouse staff can share any concerns or otherarglev
information about your child.

Arrival

Parents/Guardians must accompany the child into the bgikthd the child is considered the responsibility of the
parent until the sign-in is completed. It is your resfality to sign your child in each day with your signature
Creative Clubhouse can only accept legal responsibilitthe child after sign-in. Children may not sign
themselves in.

Creative Clubhouse staff will greet parent/guardians aifidreh upon arrival. We also ask that you greet us as
well! This procedure helps to ensure the safety of ghild and allows staff to determine which children are
present at any given time.

Parents/Guardians are encouraged to accompany theitalhiile coat area and to help them remove outerwear and
put lunches and backpacks in the proper area.

Departure
It is your responsibility to sign your child out each d&reative Clubhouse staff will greet parent/guardians and
children upon departure. We also ask that you greet ugd pfocedure helps to ensure the safety of your child and

allows staff to determine which children are preséming given time.

Children will be released only to the persons authdrimenriting by a parent/guardian. This person should be
11



listed on the Emergency Card. The parent/guardian magrdgsianother person to pick up the child by giving
written permission with the person's name and phone eutata Creative Clubhouse staff member. For thid'shi
protection, we will request that this person presentmidentification, such as a driver's license, befeteasing
the child. Children may not sign themselves out.

Clean up is part of the daily routine and is the respdaitgibf each participant. Consistency and cooperasiosn
vital in successfully accomplishing this task. When pigkip your child, please urge your child to clean up, put
things away, and return toys & supplies and equipment biefaveng.

Late pick-up Fees

Creative Clubhouse ends promptly at 6:00 p.m. Our procedwes dollows:

1.

2.

If we have not heard from parents/guardians by 6:00vilvattempt to call you.

If we cannot reach you, the emergency contactbeitalled.

If we have not heard from parents/guardians by 6:30gndithe emergency contacts cannot be
reached, the Bloomington Police will be notified.

A late fee of $1.00 for every 1 minute per child willdssessed beginning at 6:00 p.m.
(Minimum $5.00 late fee charged per child)

It is understood that conditions beyond ones’ cbfite. inclement weather) exist. If these
conditions arise, you must notify the site as soopassible and make arrangements for someone
else to pick up your child.

Continued late pick-up will result in termination of yomntract. Please be respectful of our staff that tzer o
commitments.
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Persons Authorized to Pick Up Your Child

The safety of all children in Creative Clubhouse progrés of primary importance. At the time of
enrollment, Creative Clubhouse must be provided with saand phone numbers of persons authorized
to pick up their child. For your protection, only persauthorized in writing by the parents may pick up
your child.

You must inform the Creative Clubhouse staff in advaimceryiting, if someone other than a
parent/guardian or authorized person is to pick up yold.chiihe staff will ask for photo identification
and ask for the child’s visual verification regaglidentification.

Alternate pick up authorization over the telephoneailiy be accepted under certain circumstances.

Emergency Contacts

All parents/guardians must complete an Emergency Card@ltreant. We cannot emphasize how important it is
that we have accurate phone numbers to reach the fomr@mian every day. It is your responsibility to provide
Creative Clubhouse with changes to any of this infoiona

In the event of an emergency, Creative Clubhousecalillyou at the numbers listed on the Emergency Cdrygbul
cannot be reached, the alternative numbers will be. uSkose people, when contacted, will become respertsibl
the child.

In case of an injury and we cannot reach you or atlyeo&mergency contacts, the Creative Clubhouseistaff
charge will determine whether to keep the child or fpartsthe child by ambulance to the hospital. The
parent/guardian is responsible for cost of ambulance.

13



Absences and lliness

In the case of an absence, the parent/guardian musict@reative Clubhouse before 9:00 A.M. Participants may
use either a vacation or sick day for the absencertthpay no fees, as long as they still have this tivadable.
See the definitions of full-time and part-time statuhis handbook for more information about vacatiof/siays.

If you choose to use a vacation/sick day for an absg@hease note this must be in the memo area of yaakabr
submit a note with your check.

lliness

Please do send your child to school or to Creative @l if there are indications of illness. This resinlt
further inconvenience to you and possible exposure tottes children.

Any infectious disease including, but not limited to, gtiteroat, chicken pox, etc., must be reported to the $choo
Office and to Creative Clubhouse.

Any child with a temperature of 100 degrees or more or lv@sovomited will not be admitted to school or Creative
Clubhouse until a full 24-hour period after the fever hakdm or the vomiting occurred.

If a child becomes ill at Creative Clubhouse, the pgeardian will be contacted and the child must be picked up
as soon as possible. If the parent/guardian cannotpittke child, the parent/guardian must make arrangements for
the child to be picked up and supervised within one hourioflmontacted. The child will be isolated and made
comfortable until someone arrives at Creative Clubbooget the child.

Emergency card procedures will be followed per parent/guandgiructions.
Children must be free from illness symptoms for at last 24 hours before returning to Creative Clubhouse.

Parents/Guardian must notify Creative Clubhouse if tttgid contracts a communicable disease, as soon as
diagnosed. When a communicable disease occurs, Cr€tivieouse will notify other participants by writings on
the dry erasable board or parent folders.

Medication

If your child is prescribed medication that must be tadaring the hours that they attend Creative Clubhouse, we
require the following:

A Medication Form must be completed and on file at @Gre&lubhouse. The form must include complete
instructions for the staff and be signed by the parentdimma and the doctor.

Medication must be sent in a prescription-labeled botfleur pharmacist will divide a prescription if you wish.

The staff may only dispense prescribed medicationsarotiginal container that bears the original labgbldigng
legible information stating the following:

Name of medication and child’s name

Date of original issue

Directions for use

Prescription number and expiration date

Name and address of licensed pharmacy issuing the medicatio
Physician’s name

Strength and quality of medications to be given

VVVVVYVYY
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Medication sent without a permission form will notdsministered to your child.

A signed parent/guardian permission slip is also requireslifoscreen, insect repellent, and cough drops, as well as
any other over-the-counter medication such as Tylenol.

Medication Forms are available from the Creative Gtulse staff.

Accidents and Injuries

If your child has a minor injury, an accident repercompleted and put in your parent folder. Please sign
the form and return it to Creative Clubhouse.

If a serious injury should occur which might need medadtention, the staff will call you immediately so
that you can take your child to a doctor or dentist.

In an emergency situation, the staff will call 911 #weh contact you. After 911 are called, it is up to the
911 team to decide what actions will be taken. Youhwlresponsible for any medical expenses.

Sunscreen and Insect Repellant Precautions

The Summer Program is filled with fun and lots of oatdactivities. We can make sure your child’s
outdoor experience is not only fun, but also safe andartable by reminding you to take a few
precautions.

Please make sure you apply appropriate sunscreen and epssgizint (when applicable) to your child
each morning before coming to Creative for protediiom the sun. The children do spend some part of
each summer day out on the playground. Only on swys ddl the staff apply a second application of
sunscreen to your child due to the exposure of the dine gbol.

Each child should have a bottle of sunscreen keptexti®e Clubhouse labeled with first and last name
and include any special instructions that should beviei for your child. It is critical that you inform
Creative Clubhouse of any medical or skin conditiams/bur child upon enrolliment.

The Creative Clubhouse staff may apply our own sunscoegout child on swim days if there is none
provided.

15



Dress Appropriately

Please consider the weather before your child |dave® every morning and remember that the weather
can change quickly. Appropriate footwear and clotlmghelp your child enjoy a more comfortable
day. Participants must wear or bring tennis shoes daily.

Clothing should be identified with the child’s firshd last name on it; especially towels, swimsuits,
lunchboxes, underwear and jackets. The lost and fdwettishould be checked each week for your
child’s belongings.

Personal Property

We will do our best to ensure the safety of your chilslongings, however, we do ask that you please
not send unnecessary items with them. Creative Cldghwill not take responsibility or be held liable
for lost, stolen or damaged items. Please doemat gems of value from home with your child. Toys
and games that can be easily broken or lost shouteftiest home.

Creative Clubhouse is not responsible for lost, stolen, daroken items.

School Closing and Early Dismissal

In the event of inclement weather, Creative Clubhdoit®mvs the same policy as Nativity of Mary
School. Therefore, if Nativity of Mary is closedreative Clubhouse is closed. Listen to WCCO Radio
(830AM) or watch WCCO Channel 4, KSTP Channel 5, or KARtannel 11 for school closings and
emergencies at Nativity of Mary School and Parig¥e will no longer be relying on District #271 for
school closings/emergencies. As a school, wemeke that decision, and our school name, Nativity of
Mary School and/or Church, will be posted on the nacheshnels as well as an alert through Honeywell
Instant Alert for Schools.

We do not require payment when we are closed duedther
Early Dismissal

If Nativity of Mary School dismisses classes ealtg to snow or other safety reasons, Creative
Clubhouse will comply with the following policies:

» All students who normally ride the bus home after etinl take the bus home at
dismissal time.

» All students who normally attend Creative Clubhouseraithool will go directly to Creative
Clubhouse, accompanied by a Creative Clubhouse staff pefsenstaff will contact
parents/guardians immediately upon notification ofantyedismissal. We ask that you pick up
your child as soon as possible but within one hour oftheol closing.

If we are unable to reach the parent/guardian, wecaitact the individuals listed on the Emergency

Card to come pick up the child. You can be assured/theaitchild will be supervised until you or an
emergency contact can pick up your child.
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Communication

General Information about Creative Clubhouse will be pybur communication folder. We also use
the white board in the Creative Clubhouse area to comaterinformation regarding field trips, reported
contagious ilinesses and other notes.

If you have a concern about your child, please contadirestly. And, if we have a concern, we will
contact you directly. We encourage you to sharenmdtion with us that affect your child or the daily
routine. Some examples of helpful communication mightem the loss of a pet, a problem with a
“best friend”, or a temporary change in your scheduéh ss picking-up the child an hour earlier than
normal.

Grievance Procedure

If you wish to discuss concerns or problems, it is teebegin with the person with whom you are having
difficulty. Communicating openly is the most effidiernd effective way to resolve conflict. If thiash
been done and no resolution is reached, call Creatidgeequest an appointment with the Program
Director to discuss the situation. If the situatias not been satisfactorily resolved, call the schfime

to request an appointment with the School Principiahel situation has not been resolved to the
satisfaction of the grieved party, the party may berred to the Parish Pastor.

Respect

Creative Clubhouse will do all we can to ensure thaetivironment at the site is one in which staff and
children are made to feel safe and respected. ilg; or staff, who consistently displays a lack of
respect for others through their words or actionl bsiasked to leave the program. We ask parents to
work with us in ensuring that each child understahdsrhportance of mutual respect and that this policy
is there for everyone’s benefit.

Behavior Management and Discipline

We believe that if we communicate with each othercamesolve any problems that arise before they
become urgent. Creative clubhouse staff will provideaidrce clear, reasonable limits for children’s
behavior. Positive behavior will be reinforced andat&re behavior will be identified and redirected.

Behaviors are bad, not children, and discipline shbald learning experience, not a humiliating one.

Many discipline problems can be avoided as preventdi$egline strategies are incorporated into the
program. Preventative discipline involves rules,rimiag children of the consequences of their choices,
follow-through, consistency, humor, and redirection.

Creative Clubhouse rules encompass safety and resgety, ffeoneself and those around him/her, and
respect of other people and their property as well @erias and equipment. Rules will be few in
number and written in a positive manner. Rules wilbbgted in an appropriate area where children can
see them.

Creative Clubhouse staff will implement our progressiseipline policy when behavior expectations are
not met. Listed below are the steps that will bezeiili

1. Verbal warning is given with an explanation of whg behavior is inappropriate.
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2. Withdrawal from the activity: Child will be remed from the activity and required to take some
time to refocus. (1 & 2 may occur simultaneously)

3. Reasoning: Every effort will be made to help thilaunderstand the inappropriateness of his or
her actions and agree to an alternate form of behaWhen the conflict is child-to-child, every
effort will be made to have them reason togetheg-tadace with staff facilitating.

4. Redirection: When reasoning has been pursued anddrehas not changed, redirecting the
child from the activity involved to another actiior an appropriate amount of time.

5. Child/Creative Staff Conference: When the gtaffot successful in correcting behavior, the
Program Director is consulted and may decide ondurppropriate action/consequences.

6. Conferences: If the parent needs to be formaliyhwed in the process, specific changes in
behavior will be requested, with specific consequermesdn-compliance outlined. This is
usually accomplished through the use of a Behavior @ontr

A Behavior Contract is used for a child who, aftercimeffort and numerous attempts, has not been

able to modify their behavior. Goals are stated sitpe ways to help the child understand the

desired behavior and the time line is fair and s&ali

In order to provide a safe, effective program, susparai removal from the programs may result for
children unable to follow the Behavioral Guidelines.

We reserve the right to bypass the above behavior steps atyéime and remove a child from
our care for reasons of safety.

Treats

Make arrangements in advance with the Creative Clusghetaff to bring in a birthday/special treat. If a
treat is brought in, it must be for the entire group.

State regulations require that food be commerciallpamel from a store of bakery. Homemade food is
not allowed.

Gum is not allowed at Creative Clubhouse.

Pets

If your child is taking home a pet from school or gy a pet to school, it is Creative Clubhouse and
school policy that the child and the pet must be tramspdlirectly to and from school. Creative
Clubhouse does not allow pets, as we cannot ensurafétg ef the pet or the safety of the other children
if pets are brought to the center.
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Required Supplies For Your Child

School Year

All children:

® Water bottle (marked with child’s name)
® Tennis Shoes

Summer Program
All children: Please mark all items with child’'s name

*  Water bottle

e Sunscreen

» Backpack or bag to carry items to pool
e Swimsuit and towel

* Tennis Shoes
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