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Introduction

This PS 261 PTA Family Handbook was designed far, ws a family of a child in the PS 261 After-schoo
Program (“the Program”). It includes informatioroabour program, our expectations for employees and
important policies and procedures. It is intendec guide for your use in the event of questieganding
the Program.

These policies were adopted by the PS 261 Afteveddiommittee (“The Committee”), and were developed
to be in accordance with federal, state and l@eas land policies of the School Administratiéw any time,
final decisions by the School Administration supedse all other decisions.

Mission

The PS 261 PTA After-School program will providglmiquality, affordable, and diverse after-schooédar
all participating children, featuring an array geaappropriate program options that reflect chiilrénterests.
In doing so, it will provide peace-of-mind to wonlgi families, who will know that their children, afta long
school day, will be in a caring, safe, secure amdeinvironment run by highly professional and esidstic
Teachers, Program Administrators and Counselossstad by an enthusiastic support staff. This PTA-
sponsored program, unique in Brooklyn, will maintan open channel of communication between fanmalnes
staff, be responsive to families’ needs, and enthateall staff members understand their roles@opgram
expectations and are accountable for their perfocea Perhaps most importantly, the program wilhbe
enriching experience, culturally, academically andially, for all participating children.

Program Governance

The PS 261 After-School Committee has the ultimesponsibility for establishing the program’s visio
mission and programmatic direction and for adopélhghe policies and practices necessary for tiezall
operation and administration of the Program.

The Director, who reports directly to the Commiftseresponsible for implementing the policies,greons,
and decisions of the Committee; managing the dajatooperations and program staff; ensuring compéa
with School Administration policies and proceduaesl communicating with families, as well as the
Committee and School Administration.

Teachers will report directly to the Director. Caalors will report to the Teacher to whom theyassigned
by the Director.

At any time, final decisions by the School Admimeation supersede all other decisions.

Professional Standards and Practices
As a family, please be aware that the following gdmand responsibilities have been made prioritiesotall
employees of the PS 261 After-School Program, ingards to the care of your child:

Primary Goals and Responsibilities of Staff:

Your first responsibility is to ensure the healtid asafety of the children in your charge as wekuag other
children when they are entrusted to your care. éixpected that you will always be alert to angtsafazard
and that you will avoid even the appearance ofetyghazard, which includes inattentiveness orniber
supervision of children.

Your next responsibility is the positive developreheach child, which means helping children iaith
social-emotional, physical and intellectual devel@mt as well as encouraging good habits and pesitiv
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attitudes. In addition, as an After-School empleyyou also have a responsibility to ensure tlatamilies
feel confident and informed about their child’sesaso that they do not worry about their child'tesg health,
happiness, or development when enrolled in ournaragBeyond that, the entire PS 261 After —School
community, including the Administration, fellow teers, and families count on you for the professiiem,
knowledge, support, and encouragement you brirygto role and your direct assistance in raising and
nurturing the children in your care.

PS 261 is proud of its inclusive and diverse emment and you are expected to be accepting of lzsmlith
differing life styles and ethnic backgrounds anlures. In addition, we expect you to keep in mtinak
different families have a variety of goals and estpgons for their children and themselves, and sbane of
them may be dealing with personal family matteis @mansitions. We encourage teachers to discuss any
problems or concerns with family members diregtbsticularly as they relate to family/teacher
communication and the child’s well being.

We all have a serious responsibility towards thegpam, the school, our colleagues, the childred,tha
families, and we need to work together in ordegrisure the program’s success.

Extreme or Chronic Behavioral Issues Protocol

Every effort will be make to place every child im appropriate class that works for that child, atieer
children and the teacher. The Director will workkhathe child and the teacher and will reach ouh@family,
if necessary. The after-school program will use@iepartment of Education policies as a guide fdraberal
problems.

e Teachers refer all behavioral problems to the Daneance she/he determines that the child is disrgp
the whole class and efforts such as “time out siricted playtime” have been deemed ineffective.

e A child who is disrupting an after-school progralass will be sent to the Director.

e The Director will contact the child’s family andp@rt the problem.

e The Director will develop a plan with the familycathe child will again be allowed to attend the
activity.

¢ If the behavioral problem continues, the teachdragiain follow the procedure described above,that
child will not be allowed to return to that clasEhe School Administration will be consulted by the
Director and the child may be removed from the prog If for any reason this happens, the familly wi
be reimbursed for the balance of the program fackwvthey may have paid.

Program Hours

The hours of program operation are Monday througgtaly, from the end of the regular school day @06:
p.m., following the Department of Education Pul8ichool CalendaiVhen the Department of Education
calls for ¥2 days where the school remains open, After School Program runs, for an additional feentil
6:00 PM. All children scheduled for the day mayagtas part of their regular enrollment until 3:00.
Children who stay for the “double session” will lharged an additional fee at the daily rate.

Use of Cell Phones, IPOD’s, MP3'’s and other electnic devices -
Use of cell phones (either receiving or sendingstalr other electronic devises during program basisstrictly
prohibited. There are no exceptions. All phonesughbe turned off throughout the program hours.

GENERAL AFTER SCHOOL PROGRAM PROCEDURES

Child Pick-up Procedures
Families or other caregivers who pick children up r@quired to sign children out on the daily adtarce
sheet. It is imperative for staff to know who igtzorized to pick children up and to ensure thatiokn leave
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only with adults the families have authorized osirtinegistration formit is each family's responsibility to
keep Afterschool authorized pick-up form up to date

If a staff member is unsure if the person claintmdpe authorized is, it is the staff member’s respality to
check the formal documentation submitted by theilfaand ask the person for identification. Theffsta
member needs to inform the Director in such a crstance where the party is unknown.

Communication with Families

The Director will issue a complete daily schedoléamilies for each child at the beginning of etrainester,
as well as periodic newsletters that highlight Paogactivities and introduce staff members and cewse
offerings.

REGISTRATION PROCESS

Pre Notification Policy
In March or April of each year a survey to familiggl be distributed to begin to compile a summafy
families’ needs for after school care for the upcwhyear.

A separate survey will be distributed to the allZ83 staff, asking them about their interest irché&ag, number
of days, and get feedback on how to improve exggprogram.

A survey similar or same to one distributed to beas will also be sent home to families askinghy adults
have interest or expertise that they would likéetch a class in the after school program.

Family Notification Policy

In early June of each year the Director will distitie a letter and application to all PS 261 famitiescribing

the program and asking them to register for tHe faltreach is also made to incoming pre-K andi&ngarten
families. The fall program schedule may be ready at that tifk@amilies will be asked to select classes at time
of registration.

If a family wants to register and hold an afteraatslot for child, it must complete an applicatwith a
registration fee within the specified time framferegistration is not received by the specifieddie® (before
end of school year) a late fee may be charged.

PS 261 Staff Notification Policy

The After School Director will work with the Aftechool Committee to develop a survey and infornmatio
form that will be distributed to all. There wilekadditional outreach to families that may havdtadnterested
in teaching in the After School Program. Lettergterest will be collected from all interestedt@aching in
the after school program by a specific deadline.dat

Pre-K Kindergarten Notification Policy
In early June of each year a letter and applicdbothe Pre-K and Kindergarten after School pragrsa
distributed to every student in Pre-K. Same ledtet application is mailed to every incoming Préakily.

The Pre-K kindergarten program is self-contained @doperates out of the pre-school trailers. In 200®as
been incorporated into the regular program, “Crea@ Explorers.” There is particular emphasis anddias
on Pre-K children but families are able to enrol¢ir 5 and or 6 year olds in the Creative Explorers
Creative Explorers operates under the same ruleshesregular After School Program.



Summer notification

A mailing may go to all registered families in Alggwpdating them on the after-school program.df th
Program schedule is ready, it will be includedhis tmailing. Families can return the forms ondeost begins.
The program will attempt to serve all interestetifees. To that end, there will be no waiting ligEvery effort
will be made to prioritize attendance for afterealclasses in the following manner. Childrenradiag five
(5) days will get at least three (3) of their ficstoices; children attending four (4) days will géteast two (2)
of their first choices; children attending thre¢ days will get at least one (1) of their first ates. Every effort
will also be made to give children attending onévar days their top choices. There will be a dewsdfor
submissions determined in the letter that goeartulies.

Packets will be distributed during the first wedlschool for specific program/activity sign up. Theector
and volunteers will be at After-School Program eéathliring first week of school to distribute packetslect
registration forms, collect enroliment forms andwaer any questions.

In order to give families ample time to registed @he Director time to make the schedule and agbign
children to their preferred classes, individuaksks will not be scheduled during the first two kgesaf school.

Ongoing Schedule
The program will operate in trimesters.

Payments, Delinquent and Late Payments

The PS261 PTA Sponsored After School Program opesatith fees collected from participating families.
The Director, teachers, counselors, supplies, sreaeakd any other program related expenses are paid f
directly with the fees paid by participating fame. If families don't pay, the program — and pagnely — the
entire program is jeopardized.

The program director, staff and volunteers will malevery effort to follow the payment procedure anid
below. However, if you are participating in theqmram, it is your responsibility to pay according the
policy outlined below.

¢ Bills will go out to after-school program familiesvo weeks prior to the first of the month.

e Payment is due on the®lof each month.

e If payment is not received by thd"df the month a reminder notice will be sent to Sefamilies who
have not yet paid. Reminder notices will be at thent desk at sign out, via email and telephonelsal
The Director or his staff will make every effort twontact families, but again, if a family has childn
enrolled in the program, it is your obligation toay.

e If payment is not received by the middle of the @mt month the Director will notify the family via
note at the table, email and phone messages thatdhild will be removed from the program
immediately. Continued enroliment and future enhwient will be jeopardized unless the program
receives full payment.

e There is financial assistance available to some ey If families need financial assistance, they stu
speak to the Director who will in turn consult witthe Committee PRIOR to building up arrears.

All families must be paid in full or on an approvegayment plan prior to enrolling in the upcoming ssion.
The Director will speak to families before paymerigdl more than one week behind. In some cases fiasi
may be referred to the scholarship committee. dfrfilies do not respond to outreach efforts and faibre
than two weeks behind, they will no longer be atdeparticipate in the program.



Ratios

The minimum ratios are as follows:

Minimum class size 15

Maximum class size of 20

For each class/activity with 15-20 participant3.eacher and Counselor will be assigned. If thezer@ore
than 20 participants a second Counselor will beyasd to the class or activity. A teacher musphasent in
his/her classroom at all times while s/he is orydut

Snacks for Children
A program-sponsored snack will be provided to ckitdbetween 3:00 and 3:30 p.m. in the cafetefi@achers
are expected to ensure that refuse is thrown awayables are wiped clean at the end of snack time.

After School Program snacks are relatively healthif.your child can't eat the snacks provided, dnjou
want your child to snack on something specific, ymay send a snack for him/her.

Coverage after 6:00 p.m.
Families are expected to pick their children udater than 6:00 p.m. Each week, a teacher or gobup
teachers will be assigned to work in the eventdateerage is needed.

Every family who is late will be charged $1 per mie. Families are required to sign an attendanceyigter
and the Late Pickup Form that verifies the time pick up. If a family consistently (more than 3 tirsen any
given session) picks up children after 6:10 PM, yheill be identified and charged $2 per minute.

In the rare case where a child has not been piggdnly 7:00 p.m. and Program staff cannot reacimayfa
and/or other authorized emergency pick up persteacher, with the consent of the Director, magttie
child to local Precinct.

Inclement Weather

The Program follows the New York City School progess for closing during inclement weather. If NéC

schools are closed; the After-School Program isedo During inclement weather, when DOE has clttel
after school programs in general, The PS 261 Aieheol Program, at the discretion of the Diredimgether
with the Principal will keep the program runningfforts will be made to reach out to families as#t them if
possible to pick their children up early. Howe\as courtesy to our working families, all effortsl\lwe made
to maintain the program operation.

Health and Safety

Reporting accidents and/or Injuries

Every time there is an accident in which a chilthjared at the Program or at any program-sponsored
event, a written Accident/Incident Report must benpleted and given to the families on the day ef th
incident. For serious wounds, such as a cut, pessiirain or fracture, a bump on the head, or loiogeof
teeth, you must notify the Director first, call tfaamily immediately and then complete an accidepbrt.

No child should ever go home with an injury withol families having been informed. The Accidenident
Report must be completed for all incidents. Aftkdatails on Accident/Incident report are recordie
teacher who writes the report needs to sign tha.fdihe form should be given to the Director forlinés
signature, and a copy should be made for the Pmogl@ Then, the Teacher will provide the
Accident/Incident report to the family on the ddytlee occurrence.



Serious Injury Procedures

In the event of a very serious injury, such astemal broken bone, you should contact the Dinecto
immediately, who will then contact EMS (911). Tbeector shall contact the families and make any
necessary arrangements for care of the child ssich@tacting a doctor. If a child needs to gdhto t
hospital, a representative from the Program shacé@mpany the family and child. If the classroom
teacher is not able to accompany the child, theneramust then follow-up with a call to the fansli® find
out what happened. All calls must be reported erAtcident/Incident Report.

Any Program representative who accompanies a thilde hospital should bring the child’s most récen
Medical Record and a signed familial consent foergancy treatment by EMS personnel.

Medical Emergencies — follow DOE and Chancellor's Bgulations
Emergency Evacuation/Fires — follow PS 261 Schooafety Plan-

Discipline of Children

The program is committed to the principle of gugdour children in a respectful way. Adults are etpd to
interact with children in a way that supports skffeipline and in a manner that seeks to assune the
compliance and cooperation with necessary procedane proper behavior. Positive means, such asdimgv
examples, offering clear directions, reasonings@néing distractions, using reflective languagel, an
guestioning, may be used.

Sick Children

If a child gets sick during the program, teachéisutd first inform the Director and Director wilatt the
child’s families to come and get the child. Chgld who are sick or injured should rest in an ieulaarea of
the Office.

FAMILY ACKNOWLEDGEMENT FORM

| hereby acknowledge and confirm that | have recedvand read the PS 261 PTA Sponsored After School
Program Family Handbook. | understand and agree ¢comply with the policies stated in the Handbook. |
understand that if | have any questions about anypgram policy, | should immediately consult with ¢h
Director or the After School Committee. Any vioiah of the policies in this PS 261 PTA Sponsoredekf
School Program Handbook, may result in disciplingp to and including discharge.

Signed: Date:




